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the (lilfeient \ulumes of ttio Po‘'t-' <iinl 1 ('Jiaiaphs Maniiiil wilt 
he founrt in the Pretace to the Po^t^ ontl 1 eft rtra 
T ohune 11. 

The rules contained in this •volume of tlie Posih and 
Telegraphs 2lanuul supersede all previous rules and cireuiars 
on the subjects herein treated of. 

These rules must be carefully read by all officers of the Post 
Office and the Railway 'Mail Seivice, as no breach of the rules 
will be excused on the plea of ignoianee. 

The postmasters' pcisonal duties prc'scribed in rules 65. 66, 
92, 96, 97. 9S, 99. 103, il3, 114. 115, 116, 125, 136, 140, 145 
and 149 or in any of them may, untler the orders of the Post- 
master-Geneial, be performed by the deputy postma.ster, 
assistant postmaster or head clerk in the case of head offices and 
by the de[»uie .suh-poatraaster, assistant sub-poatmaster or head 
clerk in the case of suh-offiicea. 
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Posts and Telegraphs Manual 

Volume V 

POST OFFICE AND EAILWAY MAIL SEEVICE 
GENEEAL EEGULATIONS 


CHAPTER 1. 

DEFINITIONS. 

1. Postmaster-General. — The expression Fosfmasicr-GmrraJ means 
the Head of a Postal Circle and includes all officers exercising the powers 
of a Postmaster-General. 

Noth. — Tim abbreviation I\ M. G, is nsed ior Fostmastcr-GeneraL 

2. Raliwaf Mail Senrlce* — Tlie expressii^i* Rftiheai/ Mai! f^erriee 
means tiie service wliicli is responsilde for arrangremeiits for the sorting 
of mails in post offices, mail offices and seetiout and for tlie safe custody 
and correct disposal of mails clespatcLed lij railways and river steamers. 

Note. — T lie abbreriation 11. M, 8, U ii^td for Railway Hail Sf-rvioc 

3. Deputy Postmaster-Geiieral Railway Mall Service*— The officer 
in adiiiiiiisirathp fdiarre oi Railway Mail Soivice Cireie is ilesigiiated 
Deputy Foi^t maislct-ircperalf Railway Mail Semec, 

NoTE.—Unkss there is anything: to the tontrary In the conioxt, tlie e\|iressioii 
Deputy Posimmier^fira I al or the abbreviation Jiy. F. G. refers to the Head of a 
B. M. S. Circle and includes all officers exercising bis powers. It also includes a 
Postmaster-General having a Railway Mail Service under his conlroL 

SiipeMiiteiideiiti—A Superinicndenl of Post Offices is the chief 
officer in a Postal Bivision and a Supennieudent of M. S. is the 
officer holding a similar position in a U. M. S. Bivisioii. A Hiiperiii* 
tendent is in aclmiiUbtrative charge of the Division iiiicler Ids control 
and all officers in the Division are snhoidinale to liiin* IIV is imme- 
diately subordinate to the Head of the Ciiele, 

Exception."— ’Head offices oi the fir^t clasb and their establishment are not under 
the coiitro! of Superintendentb. 

8« Head Office*— A head office is the tdiief of a group of post ofticefl 
consisting ot itself and a number ot MiialJer offices called sub and 
branch offices which have been platted muler its jiirisdictioii, It is 
the central office of ac(‘oiiTit lor itself and for all the sub and Inaiich 
offices within the group; and the inonotary tranbactioiH of the latter 
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offires are moorporaterl in its accounts. The officer in charge of a 
head office is rlesignatod a head iioflviaster . 

Koil.— “T iiere are two classes of head offices. Those of the first class are under 
the nimiediate control and supervision of the Postmaster-General, while those of the 
second class are sabordiiiafcc to the Superintendent of the Division. 

6« PfesiieMcy Office. — The head office at each of the three Presi- 
cleiiCT tcmiis ot Caleuihi, Bonihay and Madras is termed a Presidency 
(ifficL The officer in chai^'e of a Presidency office is desii>‘iiated a Fiesi- 
deucy Posfrnchter. 

7« Sub-office.- — (1) A suh-affice is a post office subordinate to and in 
account with a head office and its monetary transactions are incorporated 
In the accounts of the latter office. The officer in chai'ge of a sub-office 
is designated a snh-po.stmasfer. 

(2) A siiiuitcd in a towm or its suburbs wliere there is also 

a head office is termed a town snh-office. 

8. Branch office.— (1) A branch office is a post office of lower status 
than a sub-office. It is in direct account with a head or sub-office wffiich 
ih termed its aecoiuit offite and its monetary transactions are incorporated 
ill the accounts of the latter office. The officer in (‘harge of a branch 
office is designated a branch postmaster, 

(2) A biandi offi.(*e situated in u town or its suburbs where there is 
aho a head office is leimed a foini branch office, 

9. Transife office.— Any pc',! offi(*e which is situated on a line of 
through mail eoiniiiiinicaiioiu and leceives and soits bags intended tor 
offii es ill advance, viitliout cpmiiiia* them, is a transit office. The bags 
wdiicli are tlun^ iorvarded oinvards unopened are termed forward bag^. 
Ilie transit bugs uddiessed to a tiansil office aie there opened, and 
the bii’waid bags contained in them aie hent onwards, either loose or 
enclosed in other tiaiisit bags. The use ol a transit office is to rediite 
the number of ioo^e hags. 

10. Sorllnl office. — An offi<‘e charged wuth the duty of opening the 
sorting mail bugs received by it and disposing of their contents is 
terrued a sarfniy office, A aortiiig office may receive articles of all 
kinds in sorting. The u:je of a sorting office is (a) to simplify the 
work of sorting in other offices, (h) to reduce the number of bags 
exchanged between post offices, and (c) to reduce the weight of mails 
carried on mail lines. 

11. Sorting sub-offloe*’ — A sorting stib-office is a sub-office which is 
selecded, from its position at or near the jiiiictioii of several mail lines, 
to seive as a sorting office for artiffies addressed to, or received from, 
oftiecs which the route lies through the sorting sub-office. It is 
authorised to receive articles ol all kinds in sorting. 
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12. Dead Lettei? Office* — A Ihati i** t*^t* .li tb‘ 

t#*i ^ of ii po>la! pin !t^ ioid dt ■\\jtfi iiiii‘Liiiii^*d and it'iiHed 
iitiileN and aitideN ui l!i «nnlaii|ilini abU‘ oi iinojii- 

plnln nddH^s^es. 

^.nll.— 11 h ah >i«n iaiioii D. L. 0 i> !i)i I had faitu* Olliu* 

13* Office of forelgE exchange.' — ^1) An n/ fouuju ^ ivhfuuj^ n 

^Jie iioniier (oi hl^t Fimperial) po>t offi< n tiiiouiih mhidi aitinie^ f^u* 
toieinii uHiiJtries, ioreign settlennnit- in India, aiaJ finliaij pa^s. 

It i'. eftti lifted \\itli the duty oi piep.nin^ the a«e<niiils iioiii 

tile exrliaiipe. 

jti) III n*ises where two or inoie finjieiial jios! offioe^ oi 

loiei^ii exiha!i|ie for artides desputehed to, or icncdvei! Iionn po^t olfine^j 
iii tile same finliaii Hiaie, the Imperial office ttliieh piepiaes the 
MC<finits restiltiiiic tnmi the exelianere iernun! the pnnriptil office of 
^dchaepe, 

14. Section. — Serf ions are irarellinc* offires of tlie lhiilwa\ Mail 
seiTiiv 'woikii!^ on lailw'ay or rivei sieainei lifies and aie of two Limls^ 
r/:.. soitiiiif seetioiis and transit sections, llie piineipal poinr of 
difierenee is that while the former deal with the unitents ol mail hucfs 
addiessed to them as well as with closed ioiwaid lia^s, the lattci deal 
onlv with choed hues. I'he officer in efungv ol a set of a soitiiitt se< tion 
xs de^i^mited a Inioi sailer^ and the oilit in chaiirc oi a set oi a iiansif 
*.e<tioii, u mail gmit(L 

Xmn l.““ Bcctioiis are numbered st^rially .md deaguamd by ilte liana ol 
It. M. H. Dwidoii followed by the Sena! Xo. The No^. grom to asitma sh tlmis 
wdfli So. I lor euih Biiisioo, whilo (-fitoe guen to tninsit seetions com- 
’ Hih(' with No. 2d; tliiH ‘‘ A-2 donates a sorting section ol the A PuiaVm and 
" 1 -27 ’ dioiot*^ a traii'-ii st»ttic>n ol the C Dur-iom 

XoiL 2.-- transit sc<*tions ma% !m> plated in thargt^ nr yoiUn^ oi^t< ad of 
nail guards. 

15, Mali Office. — Mail offices are stationary offices of the Ihtilvay 

Mail Snnite and are ot fwm kinds, / soHinp mail and traih^if 

nHhl ofus. The principal point of dillVicnce is that while tlie ioriner 
tleal with the contents of mail hug‘B addressed to them as well ms with 
dosed toiwaid luifis, the latter detd only wiih chiscd hags. The officer 
ill charge of a set of a sorting mail of!i(‘e is designated a hem! smier, 
and tlie\)ffieer in charge of a set of a transit mail office, a mail apeni. 

Alai! offi<*es located at Bailwa.v Htatiems arc desigiialcd l^y tlic names of 

Tiie\tati«iis tollowcd hv the letters R. M B.. wdiile iliose not m> loc.ited are 
dcsigimtetl sorting offices, c./;., Lahoif 7 L M. S., Phudo lb ms Sutitmj 

16 * Record office.— A word office is a stationary office ol the Rail- 
way Mail Bervice where the wmrk-papers of the sections attsuTed to it 
are prepared, checked and pliw’ed on ref‘ord, and by ^^ddcii all forms, 
and stationery reqnired for the rise of those sectioiH are sapplieci 
The officdal in charge of a re<‘ord office^ is designated a remml cled\ 
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17. Head ?ec©M o®ce.— Tkat krancli of the office of a Siipermtendent, 
R« 1£. Sm wkiclij in addition to the ordinary duties of a record office^ 
is entrusted witk tke preparation of salary and contingent bills for tke 
entire Bhision and ike accounts connected tkerewitk is termed a head 
record office. Tlie official in charge of a kead record office is designated 
a head record clerk. 

18. Siib'-mcori office. — Every mail office of ike Railway Mail Service, 
otker than a transit mail office situated at tke same station, as a record 
office, is a siih^iecord office, and in tkis capacity, it ckecks and files 
tke work-papeis of tke seciionSj if any, attacked to it as well as its 
own work-papers. The kead sorter or mail agent of tke mail office in 
liis capacity as tke official in ckarge of tke sub-record office is designated 
a sub-record clerk. 

Note 1.*— When there is more than one set working in a mail office, tke duties of 
the sub-record clerk are performed by the head sorter or mail agent of the day set 
In respect of that of liis own and of all the other sets. 

XoTE 2.'— -Where^ er the terms ‘‘ Eecord office and Record clerk are used, 
they inchvie head and sub-record offices, and head and sub-record clerks, respec- 
tiiTly ; unless there is anything to the contrary in the context. 

19. Sorter, — The term sorter is used to designate all officials in tke 
Eailwav Mail Service other than Supervising officers, mail guards and 
menials. 

20. SaksMIary Sertef,— A soiter who works with a sorting section 
over only a portion of its beat to assist the set where tke work is heavy 
is failed h subsidiary sorter. 

21. Set«~Tke establishment of R. M. S. sorters which works together 
ill tke same beat of a section oi which is on duty at tke vsanie time in 
a mail office is termed a set. A set may consist of one or more sorters, 
tke niiiiiker tlepeBdinsr on tke work to be done. 

Note.*— Setts aio iinmbeied serially and are designated by their serial Nos. 
pieceded by^the name of the section or office: thus, A-2 set No. 4 ” denotes the 
ifiUF’ti ci/ of tlic ‘‘ A-2 ” section and Lucknow R. M. S., set No. 2 ” denotes the 
second set of the Miiiil office Lucknow. 

22* Trip,— A journey performed by a set of a section travelling on 
duty from one end ot its^beat to tke other is called a trip. Tke trip 
from tke heudquaiteis of tke set towards its out-station is called tke 
while that towards its keadqiiaitera or in-station is called tke 

In -trip. 

23t Station and sorting articles, — Station articles are articles intended 
for deiiveiy fiom the post office to which they are sent; but unpaid 
and lESiifficieiitly paid articles of the letter iijail intended for delivery 
from sub am! branch offices are, when sent to tke kead office, treated 
Is btatioii articles for tke kead office, and all articles, whether paid or 
registered or unregistered, intended for delivery from branch 
ollees, are, when sent to tke account office, treated as station articles 
for tke aceoimt office. So^tinp articles are articles that are to be sorted 
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by tb© post office, mail office or section to wbicli tbey aie ami 

forwarieii tbeisce to officeb of ficai dest-Jnation or to oilier isortmp office?* 

24 lAlielleii bundle.— (1) A hhelle^ Inunlh is a cyliectioii of faced 
unregistered articles of tlie leilor mail c^eeiirelr tied lutli a clieck«slip 
at tlie top. It is treated in sortinir as a single article, and m opened 
by tlie office or section to whiclj it is addio-vsed. 

(2) Labelled buaclles aie ot two dasse-^, r/r., statifni bundles and 
sorUflg h undies :~ 

(i) A station Inoiclie contains station nnregislereti ailHes, imcl 

may he eitlier a puid hnnille^ eoiisistiiig of only paid articles, 
or an unpaid bundle^ eonsisiing of only unpaid ai tildes. 
Station bnnflles are piepared, ordinarily, when tlie iiimiber 
of articles— either paid or unpaid — for any office exceeds 
seven. 

(ii) A sorting bundle oonlaiii^ liotli paid, and unpaid unregistered 

articles winch are not included in Malioii bundles. Sorting 
biiiifiles may he of two kinds, riz,^ e^prffs Imndlie 
deferred bundles. An etpres^ bundle contains artiedes 
wliicb require to be soiled immediately on receipt by tlia 
section mail office or post office to whieffi they are consigned, 
and a deferred Imndie contains articles wffiicli can be dis- 
posed of later. When a sorting inindle is piepared for a 
province, a dearly defiried tract of eoimtry, or a toreigii 
foiintry, it is termed a terntonal bundle. 

XoTi.— la tlie case of Presidency post offices, the miiiiniiiiii nnniber of arlickw 
prascribed for station bundles may ho rnlsi^d % iimtuai agreement bofcwwii the 
Postiaaster»60neral and the Fixtiija^ter-eeneral 

(3) Labelled bundles aie mn due. 

25. Clieclc-sllp.— (1) A ehechdip is u label tied to the top of eacli 
iabeilecl bundle : the fouu In printed on paper of three ditfereiit r^oiours— 
pink for paid bundles, gieeii ioi unpaid bundles, and white loi 
bundles. The white ehe(*k-slip is used tor both express and deferred 
liundles, the slip being marled oii the fate with two diagonal in 
blue-pencil, when it is used ioi expio',*. biiiulles* Eveiv f heck-slip beans 
the name and date stamps ot the olliee or section wdiieli prepares the 
bundle, the name of the office or section to which it is addressecL and 
the initials of the officer by whom it is made up. In the case ot a 
territorial bundle, it also shows the name of tie province, etc., to which 
the articles in the bundle are addressed as well as the office or section 
by which it is to be opened, thiB; — 

Kashmir 

(L.9 Out) 

(2) Check-slips are designed to fix responsibilitv tor the iiiisseiiding 
of any articles wrongly nicduded in a labelled biincile. 
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26* Mall ]ba|s* — A bafj <oJitaiiis liiireojslered aiirl regiaterecl 
aiiirle^ tA ilio latter mail, n:., letters, postcards, and book and pattern 
packets, the !eui>tered aitifdcr* beiii^ enclosed in a registered bag; but 
whvii a ]iacket bag ])ie^(i ibed, lieavy packets, unregistered and regis™ 
tcHnl, ale despattdied iimide ibe packet bag and not inside tiie mail 
flag. l\’lien paicel bag^ aic not prescrilyed, mail bags inay also contain 
articitss of tbe pau-cl mail, TLeie are tliree kinds of mail bags, riz.^ 
siafioi^ iiifui bo//,s‘, soriiNf^ nuul hiujs and comhiiied nmil hag^. Mail 
bags are die bags, 

<2) Sortirm* mail bags may be of two kinds, viz,, exgrei^s mail bags 
and dvfened mail bags. An express mail bag contains articles wbieb 
reqniie to bt^ sorted iiiimediately on receipt by ibe section, mail office 
or post office to wliicb they ai’e consigned, and a deferred mail bag 
contains artiedes wliicdi can be dis])osed of later. Express and deferred 
iiiaii bags are prepared in (itses in which tbe number and bulk of articles 
jiisHty theii’ introdnetion. The label of the former is marked “ Express 
and that of the latter Deferred 

Note. -In *iny in ^-vhich tlie Head of the Circle or the Heads of the 
Circles H)m Lined loiisider it aihantaj^eou'^ that the reghtered bag should not be 
inside tin* 'mail bag, tli** registered bag may bo forwarded outside; an in 
sii(*h cases, tbe mail bag need not i)e seale<l if tbe Heads of the Circles concerned 
do pot M)iisidor tliN iiecessarc. In every such case, the arrangement will be clearly 
indicated in the due mail and sorting list, 

27. Re0stei?ec! tandie. — •(!) A registered bundle is ii cidlecdion of 
faced, uiiiiiMired registered articles of the letter mail placed, together 
wiiii a registered list, in a prescribed t(u*m of envelcspe, carefully gummed 
ami sealed; or, if necessary, in a dosuti bag, tied and sealed in the 
ordimuy way, with the label sliowing distimdly that it is a registered 
biiiidle and not a regi4ered bag ’b Kegisteied bundles are isot due, 
blit aie made up, ordinaiily, when the number of registered articles to 
be enclosed exctuuls tuo; they ai'c tieated in sorting* as singde registered 
articles. 

(2 1 ilegisiered bundles are of two kinds, sfnfion iegisiered 

bundles^ cmitaiuiiig station registered articles, and territorial registered 
bundles c‘ontaining legistered articles for a proTince, a clearly defined 
tiact of country, or a foreign country. 

28 . Rei^Istered bag. — fl) A registered bag eoniains oidieaiy and v.»p. 
registered letteis and packets, insured envelopes, registered bundles, 
ordinary am! v.~p. money orders wdihin tdo.sed envelopes, and a regis- 
tered list. Registered bags are exchanged between head offices and 
Biib-oftices ami between head offices and R. Al. K. sections and mail 
ctffices. Registered bags may also be exchanged between sorting setdioiis 
c»r lietweeii mail offices or between sections and mail offices when specially 
prescribed by the Deputy Ptistmasier-Cienerul concmriied, but, iinleRs 
specially prescribed by the Superintendent of post offices, registered 
bags are not exduiiiged between sub-offices oi between sub-ofli^'es anil 
R. AL S. scHdiiins and inail offices. 
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(2) A rogisterf^fl iia^ is a due bag anil liui*,! bt* piepaieti^ tcigptlu*r 
wiili a iTgisterecl list, whether there are reu'i^teml ariicdes ior dt»>|Kiti'}i 
or iK)t» 

29* Insured biiiid!e*^™(1) An iumted lunulh a efillt^etion oi iiiMiml 
letters enelohed, togeilier with a registered IL^t, ia an insured enYfdopej 
oj% if ijeeevsarr, in a dosnti lnig\ propeily eloped and scaled, ,slio\'v iiig 
distinctly on tlie eurelope or tlie label oi iiie bag that it is an 
biiiirlle 'b Insured bundles aie not due, but are made up, oidiuarily, 
when the number of insured letters for despatch io a post otfiee is iiiore 
fliaii one; they are treated in sorting as single insured eiiTelopes. 

SO. PaJPcel bag.— A pairel ha(j contains ordinary (registered atid uii- 
registered! parcels, v.«p. parceK and insured bag>. ft ui*HO loritaiiis a 
parcel list in which all the articles of the paicel nniil are entered,— the 
registered parcels in detail and the unrou:i4eied pai«‘els in lump entries* 
Parcels bags ai’e not due l^ags^ and ’s’iljeu despaudied they are tieated 
as unusual mails. 

31. Insured bag. — An in^^ned ha(j is iiitemled to give luver in in^iiied 
panels hiitludiiig insured v ~p. purcels) mi to allbid tln*m grcatiu* 
se(*iirity. Tii^iired hags do not come iimlrn the culegfiyy either ot due 
or tiniLsiml bags nor tin they contain any list <jr their ccniteiiis, these 
beiiii>‘ detailed in the oi dinary parcel li>i. An insuiei! bag h never des- 
patched loo-i% but is always enclosed in a paicel bag or mail bag. it is 
placed inside the parcel bag when a paice! bag is iinide up for the office 
or section to wlihdi it is addressed; uhen a par(*el bag is not made up, 
it is placed inside the mail bag. 

32. Paisket bag.— (1) A nnr/iv’f bn// mniains lnM\y pmdvets, registeieil 
and uiirei* I tiered, and a registeied list. Paeket bags are not due bags, 
and ulieii daspandied they are treated as unusual iiniils and always 
travel uitli the parcel louiL Heavy packets are usually encbmHl in mail 
bags, and packet l^ags are made* up only when to ^eiid heavy packets 
in mail hags would delay the transit ot the letter inaiL A patdiet bag 
iiuist always contain a registered list, whiUher there are heavy legis- 
tered packets tor despatch or not. 

(2) The bundles of heavy registered packets iuiclosed in packet bag» 
are tenried rerp^sfered packet bundles. 

Note.— B ags reiurBed empfi^ to a post office or a record olfie© or sacks contain* 
ing such hags are treated as packet hags. 

33. Transit bil4* — ^A transit ha^j is used to eiicdose several bags sent 
to the same office or section, thereby affording protecticiii to tiieiii, anti 
securing the disposal in transit of only one bag in place of several. A 
transit bag* iinist contain a mail list. Transit bags are due bags. 

8§. t)a4»— An account hag is used !)etm’’eeii a aub-office and 

its head office to enclose cash bags and articles, documents, etc., giving 
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rise tOj or eoiiiieeteci witlij aocoimts. "Wlieii sent by tlie bead office 
to tlie siib-officej it contains ibe s. o„ slip, and wben sent by tlie sub* 
office to the head office, it contains the p. o. daily account. Aecoiint 
bagft may bt sent loose or eiir loved irj mail bags made up by post 
offices, <^eetio 2 iS and mail offire«^. Arcoiint bags are dne bags. 

35. Brancli office — A hunuJi office hag is used between a braneh 
office and its acconnf office to emlose cash bags and all articles, docn* 
nient^, etc., exchanged with the acconiit office. It is also used between 
a branch office and any posi: office or seel ion with which it is in com- 
munication, blit with which it is not authorised to exchange registered 
articles dired, and in '^his case, it contains only unregistered articles 
of the letter mail. Eianch office hags may be sent loose or enclosed 
in mail bags made up by post offices, sections and mail offices. Branch 
office bags are due bags, 

36» Cash — A cash hag is used to enclose remittances of cash 

between post offices. ^ Cash bags are not due bags. They are ordinarily 
despatched enclosed in account bags, mail bags, or branch office bags,, 
but may also be sent loose in the charge of a postman, Tillage postman,. 
DTerseer, or other subordinate, 

37« Special bag. — A special bag is used to enclose the correspondence 
)f the high officers of GoTernment mentioned in the Post and Telegraph 
Guide as entitled to the piiTilege, and the correspondence of the Director- 
General of Posts and Telegiaphs, when on tour. It may also with the 
Director-General bs sanction, be used to enclose correspondence for the 
represent ative of any Foreign Governnient whose lieadquaiiers are 
changed with those of the GoTeiiiineiit of India. A special bag contains 
uiiregi^iered and registered ai'ticles of the letter mail, the latter being 
tied in a separate bundle uith the registered list in which they are 
enteied placed on top. Special bags aie not due bagv, but cles- 

pftk'hecl tiler are treated as uiuisiial mails. 

38. District officers’ post bag. — ^This bag is used to enclose the cor- 
respondence of District officers when on tour. It is not a due bag, but 
when despatched, is treated as an unusual mail. 

3§* Telegraph ba|.— A telegraph hag is used to enclose express tele- 
grams, telegrajili euxelopes closed by post offices, telegraphic advices, 
etc., wlien^their transmission in the ordinary course as service registered 
letters is likely to cause delay in their disposal, and one must always be 
used to eiielooe telegraph envelopes received from the local telegraph 
office for despatch to another telegraph office. Telegraph bags do not 
contain any list of their contents and are not due bags, but are prepared 
only when necessaxy. They are treated as unusual mails and sent loose, 
but may in exceptional circumstances be enclosed in a mail or transit 
bag. 
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Changing statioa*— A railway station, inhere the beats cii two 
sections join and where the mails bimifrhi by oi^e of llieiti are handef! 
over to the other, is called a changing ^faiionl 

41t CoEieotlng section . — X conned wg sedio^i is? a R, II. S. secdioii 
working in a train in imm(dinfe emmeii dti 'vutli .DMutbei in \ihieli 

another E. M. S. beetioii works It* ihe iiileival between tlie ariivai 
of one section and the departnre of another is sufficient to aduiil of bags 
being made up by a mail office at the Junction the sections aie 

not termed connecting sections 

i2« Double duty. — The expression double dafy means the duty per- 
formed, under the ordeis oi the Snperinicndeiit, Iiisjicfior or record 
clerk, by a soiter, mail guard, van pecm, poitpr otliei menial of ihe 
R. M. B. during the period of red eutned aiter tiie f onipletioii of pies- 
cribed duty. 

IS. Rest house*— houses aie hoines or rooms provided at lermiiial 
or changing stations for the acc'onimodation of sorteis. 

14. Olttsed well.— The term closed ivcll is applied to the well below 
the flooring of a Railway Mail Sendee ^an when mails aie placed in 
it, and the well is sealed and labelled. 

45. Press packet.— A press packet i*^ a packet fontaiiiing newspapers 
intended for sale by a news-agent recogimed as siieb and marked for 
delheiT lioin the Jhiilway Mail Beivnc van at the railway station to 
which it is addressed. 

46. A. ordere.— /I, order^^ are oiclei'' issued by a Siipeiinteudenf , 
E. M. S., prescribing changes in 

47. B« orders . tufhn aie uidcm is>ya i by a hiipmnfendeat, 
E. M. h., lui tile giudame ot hU sulKudina^es iti the pei imiiiuiice ol 
their duties oii all subjects exiejit alteialioiis m suiting lists. 

48. Retirn-tralii.— (1) The term lefuin-irmn means a train coiivey* 
ing a section at work wdiicb meets a similai tiuiri piciieediiig in the 
revel se diieftion. 

(2) Tlie bags closed by the two studiun^ tor each oiliar ure tailed 
Tctiifiidrain bagSy tbe station at wffiich the bags me given out is called 
the rckimdiain station and the aiiieles (ontained in the bags are called 
rei li rn -f ra in arfiel es . 

4S. Work-papeK.— The expression wjrk^jmpcrs means the dociiments 
received and despatched by a set ot a section or mail office as w*eli as 
abstracts and oilier clociimcWs prcpaicd by it while at woik. 

SH. Transfer aiMcles.— Articles which aie piencribecl to be sent to a 
section for transfer to a return-train ^^eetion are called iuinsfer arheks. 

51 . Wronilf posted articles. — The expiession wrongly posted articles 
means articles posted by the public in the letter box oi a It IL S. 
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Tan wliMi are iiitejaletl for plaees nof seived "by the section working 
ill tlie Tan or fur [)laee« in the opposite direction to that in whidi the 
secdiuii prof^eerliiiga 

52. OtercaMed articles , — Orercan ted atfnde,s are ai tides which ba¥e 
hecii i^tioneouslij carried by a E. M. S. section past the railway stations 
at which they should Inn^e been given out. 

§3« Due mails and unusual mails.— The teim due mail eonipiises all 
the bags, arthdes ami documents which must be despatched every day 
or at regular intervals, dlie term unu.'^ual mail comprises parcel bags, 
packet bugs, ^pe^ ial bags, telegraph hags and any other hags not 
included in the term due mail ’b 

54. Face and facing. — The face of an article is the side on which 
thft address is written. The term faeiiuj means the aiTaiigenieiit oi 
U! tides vith the addrcss-side upwaids and the addresses turned in the 
aaiiic dirocdiori. 

55. Beat. — -The term heai used in lelatioii to a R. M. B. seetioii 
means the portion of a liailway or Steamer line over -which the section 
works. Wlien used in relation to postal overseers and delivery agents, 
sindi us, posiineii, village pf^stnien, etc., it denotes the area within which 
they are required to perform iheir lespeciive duties. A lieat imdudes 
p(;sr (dfices sei ved by tlie section or otticial concerned. 

56. Camp cowespondence. — The expression corpespondence 

liieaiis letters inid other articles oi correspoodence ailclessed camp 
or wiih any other pie^crilunl arldiess, without the addition of the name 
(d any post-town, and intended tor high olliceis on tour. 

57. Mlssent and misdiirected articles — A mhs,s(Hi artitle an aitieie 
vliicli lias been mioncously foi warded by an oliice (u setdion to an oMi(a* 
oiliei than the udif’e (d desiiiintion or by a loute other than the pres* 
fri]>ed one. A mhihu < fed atiade is a vernacular article on which the 
iiitTU'rect destination has been written In Eiiglidi by the oliicp of posting 
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MlsrhLL\XEOT S ]ll LLn. 
if \n \MJ S(‘l n\C* l)i P\! i Ml M*- 

58. Hours ixed for closing the mails. — The hoiu at uliidi eadi iimil 
IS io be closed bt <i |H)st otfite oi iioiil oi!^^*e will be Tudific»d in the iiotiie 
of IIoiiis oi luisHiess '' supplied tu the odire aiid the lettei-lMov shoiibi 
be fmaih ileiiied at tliH lioiir (xiept loi Litt bltei^ pitted ni letlei™ 
boxes altailied io mail offnes at station- at lin h a Lde iee is iiiipo-^ed, 

the lettei-box should be auaiii (haied lai rhe expii) oi tlie peiiod 
allowed ioi the postino’ oi uidi axtichs In Hie case ot iii^ht luaib^ tiie 
lioiii tui closing Mill oidinaiih lie il p.m., and, in the i a>e ot dat mails, 
thiiij niinates betoie the hoiu lived ioi the de'»patdi oi Ihe mail iioni 
the post olfiee oi the depaituie Hoiu the lailuav dal ion ol the tiaiii 
hj whidi it IS to be loineced, a- the r ise nia\ fan .\taiK Mliidi aie ti> 
be ioiMaided by laihun should oidinaiiiy i< ah the lailMav station ten 
niiiiiiies betoie the aunal ot the iiain 1>\ mIiu h tbe\ aie to iie sent. 

59. Clearance of letter-boxes. — ^(l) llie lettei-box ot a post oflne 
a nail oilic e -lioiiid be opin^Hl and (le<iied be iin^ soitinu dfuk oi as'^i-t- 
aiit sfufti, as iliCM »s( ina; be, tl nuntn^uir ’ijtei^aL duniig the dai, so 
Is to expedite ihe piepaiaiion oi t!ie inad ioi despati h. The ke\ ot 
the leltei-box must lemain in the < n-tod^v oi ilia! o(!n i d dutiiiu '\oiikiiit, 
hot!]-, 

(d) A \aii tu HUiipiiitincMi! htt(u4)ov m tiie Ih M S. should be 
uptiiid and fbaiid In the assistant -oitei bdoie the iiaiii lunes tun h 
station HI oidei that unpaid aiiides and those ’whu h apptai b le 
iiisiiffic leniH paid iiia} be ueiclied uhile tht» \an is at a standstill. 

(d) Tollable hdtei -boxes and «ii tides ported in tKed out-ide ietlei- 
boxes should be iuouehi to the post olio in‘niediaieh beitjie ihe himi 
iixed Ioi the final deamine ol the oth« e lettei-bux, Eoitable lettei 
boxes biouglit to the post office should bc» opened and deaied by the 
soiiiiig eleik, and ihe kens and cliaiigealde lunii-plates must be kept 
III his custody dining wcuking hom«, 

(4) The BOiting’ clerk should see that the lettei-box peons lea\e the 
olhee tor the cleaiance ol outside lettei-boxes and ietuni tioni then 
rounds punctually at Ihe time hxed. He should make o\er the Lejs 
ot fixed outside leiiei-hoxes and, uheie changeable houi-plates aie used, 
the proper plates to ihe lettei-box peons, and see that the corieet piiites 
aie 1)1 ought back to the office. 

id. Cleamwe of letter-boxes at railway staHons.— (1) Tetters |iosteii 
without late fees in lettei-boxes at railway stations at which mail offites 
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are uot estaljlislsecl slifiild, wowie^er pniciicaLlej Le cleared by tlie mail 
peoL Siiiric time bffo^e “^be atiival oj the tiain, and inciucled in the 
ciespcitf h oi tlic aost The foOowiJjj^ aie the oiiIt exceptions to 

cri the ikiail pcoii la othei of&( ial appointed to clear the 
box h (oriipc‘tHit to Hoit ike aiticles fonncl in it atter the 
la^i despatch tkioimdi the local post office, lie -will make 
oTei 1o the IL 31. S. any aiticles for the direction in which 
the set is tiaTelling. 

h) At Fmall stations at a distance fiom the post office and \tliere 
not more than 10 aiticles on an average are posted in the 
station ietter*-box between the last clearance for inclusion 
in the post office despatch and the ai rival of the tiain^ 
articles taken fiom the letter-box shortly before the train 
ii> due may, with the previous concurrence of the Superin- 
tencleiil, IL 31. S., concerned and, when the mail peon is- 
not sufficiently literate to sort letters, be handed to the 
officer in charge of the section to sort. In no case, how- 
ever, should an article taken from a letter-box on the rail- 
way platform after 18-0 horns and before 0-0 hours be 
made over loose to the E, M. 8. without inclusion 

in the post office despatch), unless it hears a late fee of 
half an anna. 

2} The keys and the dianncahh cd the iettei-boxes 

ffiLrciiied mtisl he kept by 8ie 'Noiiiug c lei t dm !il» ^ Oi ’ a a I ^ i s, 
but 4ioiiM he tcnipouuily criini*>tcd to the Uuiil pMsn o? oibm official 
appointed toi the ptiipose o! ckaiiis^ boxes. 

§1* Treatment of late letters. J^atc LcUci'. nr., letlrm presented 
at the window of a post cdlice or a mail offifc oi posted in the Icttei-box 
of a Oiail office after ike horn fixed lui th^-ino- the mai! should be 
despatched by the outgoing ukuI, pm^idid oic teiideiecl oi posted 

witliiii the hiteivai allowed tor the po>ting oi laic ietteis, and the late 
fee is paid in addition to postage. In mail offices, too-late letters, 
i.e,, letters po'^lecl uiihin the iiiteivai mentioned above but without 
been liilly prepaid with fiCKtacc and late fee be stamped 

Defaineii : lilc-tee not paid and detained until the next despatch. 

62* Unpaid articles marked ** Stamped 'h— If an aiticle not bear- 
ing any po-»tagc stamps U found in a Ictiei-box or reieiveti in sorting 
with the word KiamptHl <n Paid wiitten on it, the renaaik 

Eoiiiid without jstainp should be written on the aiticle over the 
initials of the sorting clerk nr assistant sorter, as the case may be. 

ExcEPtioN.— This nilt? does not applj to unpaid open letters. 

63. Treatment of paokets— (1) Packets taken from letter-boxes should 
be examined in order to ascertain -trliether they fnllil the conditions 

I 
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ill the^Posi and Teleguiph (hiide. Those which fulfil the |ireseiilfecl 
conditions should he stamped and removed at once to the lecig’e of ilie 
sorting ease; those wliifdi do not, .-jlionld he changed with postage at 
letter or parcel rates, whichever may })e le^s, according to tlie rule in 
the Guide and then disposed of in the same nianneras other packets* 

(2) Book packets containing documents wholly or parti v printed in 
imitation of typewriting, or reprodiictions of a manuscript or type- 
written original, having the appearance of an ordinary nianiiscript or 
typewritten letter, whir h are piesented foi posting at the window of a po^t 
office should be coiinted and examined and if the conditions laid down 
in the Guide are tuMlled, the articles should be removed to the ledge of 
the sorting case after being impressed wdth the conilniiod date-stamp. 
When such artiides are once passed by th(* office ol posting, they may 
not be cliailengecl by any other office. 

iS\ A pattern, in the siuhc of a specimen ta he c*opied such Ci- a 
hoot or an article of apparel, is admissihle to the pattern packet rules, 
provided that tlieie is reason to believe that (he person to whom it is 
addiesseil nuiiuifactures goods of this kind, and provided, of course, 
that the article has no saleable value. 

E\:(’Eptiox.*—A packet containing Mimpleh of glass, liquid oils, fatty 
dry powders, or live hees whnh is not packed in the manner pmscribecl in the Post 
md Tdegiapk f/wnlr, slimiid dealt with in accordance with the procedure pre- 
1 for file treatment of injurious articles 

64. Treatment of articles adireaaed to foreign oounMes.— In all offices 
and sectioiixS, except offices ot fmeigti exchange, sutifdcs addressed 
to foreign eoimiries should he treated in ilie '•ame way as inland arthles, 
t^^xeept that in rase should postage he taxed on them; the duty of 
taxing postage le-^is entirely with the offices of foreign c’^xchange. 
Articles lor toieigii settlements in India and Indian States should be 
treated exactly like inland articles. 

63* TelelFam reaeifed tof ouir^ transmlssicn by p»t.— (1) Inland 
telegiams intended for ouwaid ti insmi-'-iun hr poNf aud piesented 
at tile wnichiw ol a post ofiue or a \L M. S. mai! or stationary sotting 
office by ii mes^eimer <d the local telegraph office at any time when 
work is aeinaJIy being done at the former office, should he accepted and 
the peon^s delivery leccipt form presented with the telegrams should 
he impressed with the date stainp and returned to the messenger. The 
telegrams should then be disposed of as unregistered articles. 

(2) Any telegraph charges that may be iet*overable on a telegTam 
received under this rule will be shown on a form of meinoranclimi sent 
with the telegram by the telegiaph office, and should, on rc*alisatioii of 
the amount by the post office of delivery from the addressee, be coii- 
verfecl into poslage stamps. The postmaster should affix stamps to 
the ineinoraiidion, deface them with the date-stamp and then send the 
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[65-66 


leinoi ^t! fill] I 11 in 111 (o\(i to tlie telep^iapli oflic e b\ 

^liiili e tckcii mi 'Tia jjONted 

66. iFtieles with undeciplieralble of incomplete addresses. — ( 1 ) Ai tides 
mil Ilf tlie ionise oi Mot n^ vi itli (Itdintion that aie illeoilile 
01 inipcibd OF ^uitlen in ni nnknn^Mi diiiiartei, oi emelopes 

01 i\«i|)p!s so tint ilio stinanon (moot be iMeiiained slioiild fee 

placed in tlie i ompai tmoit oi the soiling-case Libtlled Undeeiphei- 
ible ^ When the >oitiii^ ronipletcd these aitides should be exa- 
Hinted nid c\^r\ eiidca^oiii should he made io deeiphei the addiesses* 
it iiHessiii, the assistanre of othei deiks oi soiteis should be obtained 
oi tin List of Jnclian post and tele<ii ipli offices oi tlie Quaiiefnf Ltsf 
should be coiisultecL 

^ 2 ) It the destiintioiis can be astei tuned, the names of the post- 
should bf ic 1 tfen dearlv on the aitifles b\ the soitmp’ clerk 

or assit uit soitei "‘s tlir ( ise ni tt be and thet should tlieii be dis- 

[ Kised of in ilif usiial couise Irtides tlu: ceners of t^liuh aie so o^ei- 
aid with wiitirip: oi uith postmaiks u io h ue no looiii foi the deal 
enti\ oi destination sbotild be toiu iidcd o tht postmastei of the office 
ot destination in in cudinut c oiuspondc ro t envelope ft t!ie dosiina- 
tons c III not bt isc eit iiiif d, the aiiirle>, dtci hums been to 

the postiuidei m hf td soitei as the < ist u as be should be enclosed 
in an oifliiian < om '.pondenre eindope iddiesstd to the 13 L 0 and 
maikfd Lndoc ipiiei tide ’’ in the up[iei Idt-lnnd cornet This eii- 
Telope should then be soitcd ioi flic pis cdfnt 'v^liidi senes the 
T3 1i Cl Aiiides found in the office o^ pc^^tint oi in tlu cmiist of 
soitiiii* u ithoni tlif uldiesseek nanu oi d desiunti i siniiid 

be leiiiiiiHl tc* flu sei cb i if his mine ind nhlu s ippe- ii oi> tlie out- 
side Hi all other i nt >uc li uinb should he suit to the D L 0 
111 the Mine n n ihcM u th uiichfiphei ddf oi nicoinpletc uhlie^ses 
Tlu postiHistei Cl h nl scitei should Niiish himsdf fli it the o tion 
piopc to fe f ik I d tin ] n^ c]c I i ^^tnt soiUi i> rojuct 
lie should inpuss enthf Intel tlui it n p ui It to sen! aiticles, 
the dtstimiions oi which u douhtLil to tli ^ 1 ) L O thin io foiwaid 
tin rn to pc si offices me iU u tln^ di inccr ot ic nhint the addies'^ees 

WIkii iicus>u\ c snuli b shoi 1 1 la used instead of an envelope 
Fli siif it ls^^ i I ilH I ^hc idd bt jiubd to the Ina uidussed io the 
D L H ind nn ku! rndecrphuibb in Ihe uppei Idt-haiid coiiiei 

l\tT*rio\ I Tins I lie <!< t ^ mt ippl' f > c oi rc spoiulc in < itlchessttl “ C imp ^ 
or otiu i pit crdHtl ufcluss uitli no post town) foi tutun hia;h officus on tom tbe 
clisf os tl oi which IS pencilled ffi thcc s pM ul uilts on tin subject When iitub^ 
if tin fcnni ublnsstd oi damp jmst oflic e inuucnecl m m oi!ii,e oi 

section wliuli Im not bn-n spec nl!\ m^'inicUd how to dispose oi them tliu should 
bi stilt to the offtcooi section w akinetow luls tin t nnp if mthentir iiitorinaticm is 
II ill tbh Ii ^ odiTi^ the imneimuts of the Cunp * o! C imp post offiee Tf iia 
sncli itiformation is u iil ible the irtnhs sh nilcl he fmw a dec! to the fiisi sorting 
<f!iu cr s^ntion on the lonlc^ to tlie he tdepi att u st tion oi the cildiessec or daect 
to tilt lit I l«|ii atei s sf ition it in piting office or sc f turn mfentnes 
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I \i El rio\ 2 — I hiN uilt (I 1 < t Hi! u> >h | i nu i ^ I c i 
« II tin t)t ^^ls ’\I i]t ^ li!| jjirf id(hi I d iii( ^ t idi i * I i \ i 

stition to uliicli tfic s!h]i i ut i fiKl tl d 111 n in i I in ii 

11 Hilt ui I post-tmi] \\ Ik ri u ti< fc s thus i I ii (in 1 iii I iii ti t 

111 in >ft(( o! fit] in \Uii( h In no dunn iin ?j iti n i t t!i |it<! 
Inline iboiits ()i til lint 1 nil >n n im< d ii ti h t \ ^ ill b I df 

mitii in i( told line uitb tin i II \nn^ in tni t i 

If?) liinks idchtsMcl !> — 


llif C luiii station (1 Mpi i 
ilson 

si nl 1 hi til ] 

M A 

r*- It Hit 1 1 

1 1 ! 

I Ik List Indiiii ^t du rt i 
fpi idi in 

i ft 

httf 

II ! h 

B ml iv 

fU 

Jill AkilitiiiuKin stition 
sC[iudioii 

ktt 

il^ 

M lit 


Ihc Austi ih Ui stitioii 01 
sciU idioii 

flat 

ditt 

Si dm \ 


^flic Cape oi Good Hope uid 
Wist (oist of \tii(a sta- 
tnn oi sepnehon 

ditt 

(tittu 

\ll t! l 

SlIilOlHt 

Ii 1 

B n 



C ipt C 

lorn 


{h) Aitiiits uiditwd to ui\ slition Ikit «i Mtuiditnol II ^f i}tst% s \ 

otliei tinn those nanud ihovs i / tin llonu in the ( luniu I lint »i 
the "Noith Amtin in tin South Vihntii u tin P iniu St dion ^hoiilil 
he dnposMl (1 in tin im< w i\ is tounpondont ultlitssui to (rit it 
Ikitiin aid Noitlnin liifind 

E\t[Piio\ 1- \ iik^^ian b< mn^ tn attimpkk <i nndi i ipliii d k idditss 
tuwinl in tin course ot s n ting should In sent to tin p< st oflnt ri tlii pini fthue il 
\i IS |Ksttd Winn tin olfirr oi {xKtniji: « t ht di tr unnn d oun t s nidi^tiii t ir 
illogihh d st imp im[»i4 moii tin irh/iun ^houl I I tni t« tin I) L Cl I ir 
djs| in il 

( i) Vliult'. HU n til lia drlntit \titli ulilitssi^ wluiii unun t he 
uisil\ lend OI aie mi iii<oni|d< io Hid ilu\ < an oi d oih o he dutidinft 1 
'‘iiaiilii lie piii iuuk till iii« « Iom- d ^'no disti ibutiuii, and llien t^on 
eiidea\oiii should he iintde to duiplioi oi complete the addiesHtn 
tlu Hsiblantp, if iieuHsai V ot otlui f loH s uid ilie postiiipii It iiie 
addussos i ifiiiot 1 h duiflniid <i uauphfi 1 ili« slioiild lie 

s!ioc\ I to the podiiii^tti who will litndt whethn lhi> aic to he tiaiH- 
ieiitd to the tlep^'^d depiitiueid toi tiansnus loii to ilie 1) |j* 0. 

67. PrapamtiaH of labelled bundles. — (!) A libelled bundle should mot 
(riidun inoie than 70 to tiO letteis ind posfcaids Lai^e aiticlesj 
butli as riewspapeis and packets, should tie sepu<del> tnmdled and, when 
such iitults «iie to ioiin a station hiaidle aiid caiiuof t omeriierith lie 
lied togetliei, ilie hiiiidle wdli ds rhuk-slip should be eticlosed iii a 
dosiiti hag, to wliuh should he tied a label, showing the name id the 
place foi which the aitichs aie intended 

Soil — Winn (losuti tni^s uc iisul foi tn kisnig lihtikd Immlks tin ikik or 
sortu h\ wlioiii tin null list ispopuul shmild be islaci to noli tlu niimlMi ot such 
bigs i!i and ligiiHs it thi top oi Ifu hsi Whuo i in ul Ust is mi pie- 

suibid fclif rcgidiation cleiL oi soitci should ht iskt cl to jinlvi thu note A the 
top oi the legibfcuid list 
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ill'-tl LLOrULb 


im 


Zj Xo p<i4 mdess specially exemptefl^ 4ioiiIcl in any circiim- 

iiiilniniiled unregistered mail matter of any kind to a 

I if L. 

M) The letiers T. ^iioiild l>e added after tlie name of the post- 
town ill flip arldiess of the eheck-Jip of labelled himclles for the places 
shown hplow% for whieli town-delivery soriing is done hy the IL M« 
except bj" sections which peifonia this woik: — 

Borobav, Kolhapur. Moiilineiii, 

Calcutta^ Madras, Eangoon, 

I) ar j eeiin g, Mandalay, Simla . 

(4) Offices and sections which make up bags or bimclles for Bombay 
foreign or lor the FM-C or FM-9 section should piepare— 

4i) Ffn^! ^rJwn bundles (i) of letters and postcards, and (ii) of 
other aiticies, for the following (offices in Great Britain and 
Xoitlierii Ireland, whenever the Lninbei of articles for any 
5 iieii cffice is not less th^^ii five : — 


Tiondon, 
liOiulon, E.C., 
London, E., 

L<njiloii, X., 

Loiiclon, X.W., 
Lemdon, B.E., 
liondon, S.W., 
London, IT.C., 
limidon, ’W’., 

London Paddington. 
Aberdeen, 

Bcitast, 

B im'nnliam, 
lliatlioii!, 

Biighton, 

Bi jwul, 


C^aiBbiidge, 

C crdih. 

Dowi , 

Dundee, 

Lflinhmgh fin eluding 
Le tl L 

Uldsgjr j 

Leeds, 

Leh^estei, 

Liveipool, 

X ewi a stle-on -T yne , 

X« ttii cti an. 
o c ^ L 
Poitsnioiith, 

Sheffield. 


hj Teaiitjfud bundles m il) letieis and postcards, and (ii) other 
.u tides, ior the following couniiies whenever the number 
At ai iieeb tor any siirii country is not less than live : — 


Audiirt, 

Beitimiii, 

Egypt, 

Fiance, 

G Cl many, 

Hollanrl or Xether- 
lancls, 

Hiingafy, 

Iiisli Flee State, 


Italy, 

Ru^sia, 

Switzerland, 

(rreat Britain and Xoithern 
Ireland (excluding offices 
tor which station labelled 
bundles have been pre- 
ribed), 

TTiiited States of America. 
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ni'tsCI ht SJ Of Li 


[ 67-^2 


1/1) Wlif^iiever tlieie aie aitscles lor bj ili^^ Basiii^r^iio 

Air Hail Service a sepaia^e labelleil be picjiaicil iire^pei- 

tire of the mimter oi siicli atiicles. An A’l Mad label idioiiH be afbxecl 
to the check slip on each such Hbellc^l hniitlle the iiiiiiiber of hikIi 
articles is large anrl a sepaiate bag is luad^ up ifc thciy, ilic Air Mail 
label should be aftixed to the label of thi^ bag« 

68 » Desp-lch of sirplas dm ba^s,— The hurplu^ emptr lags clue to 
be despatched daily 111 mail or pmlat baas sluiabl ruifli be iiirldlv lollwl 
up and tied mdth strong twine in oidei to pj event the rid^ of letiej^ and 
other small articles gettincr among the f dds and thus escaping obNciTa* 
tioiij and the packets so made up should 1 e leaddc iikd 111 cly laljelled 
with the names ol the offices or sections loi wlinli tiu} aie iiitcialecB 
the labels being impressed with the date-stamp. 

69 . Contents of a station mail bag foi? a head of snb-offioe*— A station 
mail bag for a head or sub-offiee may contain the ftilkiwiiig arlleles 
intended for cleliveir from the office itself as well iinpabl articles of 
the letter mail for delivery from branch rdlbe^s in an mint with it: — 

(a) station biiiidles, paid and impaid; 

(h) parcel mail articles enteied m .1 paicel Ji*-t. 

It must alvay^ ffiitaiii a uui^ttied bauu Station mail basrs exchanged 
AHcceri a head offifc ami ime o jf, ub-oikte^ iinisf also contain an 
accomit lag* unless tlieio is inoic lh ni one de-putfh daih to Ihe aib or 
head offirej in which case the artoiint bu mu'^t be cru losed m cjbc of the 
mail bags. 

70 . Contents of a station mall bag lor a brancli office.— A slation loai! 
biiti iiiade up bv an office o} Motion foi a luam li otffi e with ’i^liich 
it IS not in duett aicount but with uhich it cl aimos logHteicci aitndes 
of the letter mail may contain only paid aatbn bundle^. It must always 
contain a registered bag. 

71 . Contents of a soFtii^ mail ba4»~A sorting mail bair B^ay contaifi 
the following ariicles intended foi onvaid ti anaiii^ufui tioiii the office 
ill section to vhich the bag a «bl leased : — 

station bundles; 

sorting bimclles; 

parcel mail articles entered in a naicel list. 

It must always contain a registeied bag. 

Note.— T his rule does not apply to soitiii< mas! bags closed by a post office at 
the headciuartcrs of a aide lor the local l>. L. O, 

72 . Contents of a comblnei mall ba^.^ — coiubined mail bag tor a 
post office may contain all the axticles mentioned 111^ the preceding 
rules as forming the contents both of station and sorting mail bags! 
The registered bag to be enclosed in a combined mail bag will c^cuiiain 
both station and soiting legisieml ai tides. 
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73. Prepamtioii of mail bags for despatch. — (1) A Ltl>e] lieaiini:? the 

II Hut rh nftfi o] wtMf i}h of ih i"!o 1 si oitid 1)^ siaiiiperl and fastciierl 
to ^hi I III ff li nJiifh If h Imi. is io l> tied and ilien looseli aitaflied 
to < rii I tin iiit^s oi the h<iu Hh bai>-> itli the lalKd-- attatlied 
^iioiiid le jil H ed in i funtiiKin ponUkhi leu the soiling i ise so 
iiid iht foiiiiiits of the il ( cnnpai tments nui\ he leadih iiansteiied 
io ilifou h< II ill ilu Iml'- md aitnle^ to fie en< losed in the mail 
lia«s hi\« hi eii pine! m thnn tint si oiild he dosed and soiled ^ith 
the d ti»seal If tlifu ne no ailidos t( u t in a mail hag, an ein[itt 
iiMil hu diih < lo^fd ainl ‘•ealed and (ontanunu a legisteied h^ir mild 
he fh p if died 

{^} III po^t offn es ttheie the same deik is not in diaige of both 
the soitiiig ind null depaitinenis, tin s< itinit diik should use the 
SOI fing-^e il in '.uilinu hae^ dosed In hna. 

|i) When, in exiiption il < lu iiiiidam e>, a lelegiaph biig u f<o- 
uaided in a mail hag, tin vio ds ' lilegi<ipli hag ’ should he coiispim- 
oiisi\ ttiitten 111 led ink on tlie Libel of the mail hag 

\i}ii 1 —In tiu « is( ot 1 oituu ai til 14 i i h o hig ultlo ^sed to 1 | d 
offio h\ A null oiliiL 01 ^fttun tin %\oid S-)}tinj; n tlu w >rds ‘ B o 1114 
as tU ii Jil H he 4 i mid be wiitti u < onspi u mslv tn Mu uhlits^ suit ot tit tig 
lab I I lie I ( id ‘-eiti i 

Notf In iiu c i e 111 whuli tiu dm numbi.i of uioimt and In im li otEie bagh 
U mol eiRloscd in i null lug tin s< itm »• ileik 01 In nl soitf i ts the case m i\ le 
slimibi iHoid on tin iigutcud 1 11 Isidt d in tiu n u! big itmnk shcmiiig the 
tauM of slioii dispitdi 01 mm~dt itc 1 In t i > \d(it jtudiiul li^tN o 11 i 
i\«hingffi i memo < \pl ■tming sn« b ic isons danki d tlnjo^ui 111 tin inui I u 

7i. Plupal mall bags,— If, ai aidauir^f ciicunnsiaii (, the hulk ot 

the uiHspomltfoe ioi am <dfne oi Mition is mote than a single mail 
hag can tonlani, the um <d two 01 moie mail hags will be oideied 

III fit due III 111 list !n "Ik li uims the lunl lugs shoiihl he niinileiefl 
i J and ^fum ainlihf^i ^ ski ud hi n o kul on the 1 iheK < t the liag-- 
The legisteied hag shouhl alwats h jdotd i m ul hag Xo 1 The 

rd sineia! due iiiul hags instead A one will also be piesiiihetl 
\\lii-m-\ei it u desii ihh tff limit the sia and weight of the liags to he 
i 01 1 lul 

75 . Extfa mail bags,— "W henetei, owing to the iiniisual hulk ot the 
foi iespoinh m e to he de'^piohul fo an rdfu e 01 section, it is ne€essiii\ 
io use one 01 nioie mad hags iii exuss of the niimbei enteied m the 
dm mail list, ilu woid^ 1 viia hag ' should he w i itten on the label 
oi e If ti addition il mailbag ami in ]H>st olliies, the mail ileik\ atten- 
tion should he iliiwu io the (Ufumstaiue IXtia mail hags should 
colli uii oiil^ umegisteied artides, the legisieied hag being imauahly 
jdac ed HI the usual due mail hag, 

76 * Mai! lists*— (I ) The dm mail list will show in what cases mail 
lists me to ac umipaiu tiansit ami othei loose hags despatched 01 leieived 
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In I It i Iwt tl ill*- t IMi uliu I<J«| ^ 

^ t fifth \\lifii tlif- thu nui^h Im Ih Htnti ii di ^|Mti !iul tftiiipi m 
I fsi* tlni (jiip hi^, fjiit ii ift'^ t ^ iii iu nlf iij iii i i o! 

foiitnit^ ilw n lit pitpiini iiit! pi h h1 

i| I IIIIMI ill uh if i '^|it nil h f t1 t l \ a l! h h < t » ll!p III f i| 
fa ftj 111 Inh 

I i) l^all^ In fftn Mtiiou ntlh UMilliti iin! Ih aii h •« 

litiiis and mail olf!u^m 1 ll in* it umjp ifiit tl In sn l/fftfti/ uku/ hsi uiii- 
taaiiii|r fhtaiK tii all tlm dut- i- wtd uiio^iiil iimnitil iii 

tlmni * a MH ticmal in ul l1^i tiiii-'l il%\ lit pupaitNl, nif'^pectno of 
tlia iiinolHM of liaa"' dt s| nu! ni flit t t t» nl in iih ti iimffiiwl il 

1 fiiiiit. 111 ^ ^idtioii in a tplitnul tti i itlitiii^ ti I he < ffn la! in 
oj ilic^liltei to tlo oii^u tl lot hi |iiooi of liniiii, 

T€ ten eel the luaiK loueitH 

\oTF I Biifiei iiiKittlt- nt iii n \ i t ii la tnnaiu it lil^mhh ♦ ulu tlif n al 

set tioikil null list In past allues it itioii wittt liiitn iiuu ht i fin ilu tiitl 

il 11 111! IN tltspait ht I to the K alu n W ul >< met 

I) ]Xo HiiHMtioN III a an iUi^ an taifti 1 m* in ale hi the tolah at the 
entiles Hi laail list piepaied* if aii HHoimt iota! Ian hieii eiituu!, 
the list should he de^inned nal i In >h ota piepaied 

77. Plum! tranyfe hags. — li, (n rn (frthaan^ ( fn ti msfani i tin hulk 

♦I tlif mail to he tlespaldud to am oihn m stdioii i iiiofi than a 

tiansit ha« can (otitani, the us<^ ot two oi nioie ii iiisit hig'^ 
Will he oideied in the clue in ii! Int Fit su< h t nt >, the dm ii unit 

hags should he iiiiiiiheud 1 d tod at on aikI thmc Aos slnaihl fte 

' i tii (d INI ihf labels oi the lng> Tlu itiail list should ah’ia^s he pha ed 
Ii ti Hisii I) 4g A'o 1 

78 . Eitm tffaiisffc bags. — heiuner, ovnn^ to the turn ttal hulk ol the 

liiail-n io! and offne oi settioii, it is iietenan to me oin oi imue 

hags in e\tes^ of the ftiimhei enteied in the due in ill lis^ tlK‘ 

wolds h \ti I hit ” shiMild 1 m \\i ttt n on the 1 da 1 ol i at h iddil tonal 
*1 iiisii hit ^Ihc iiiiinhu of extia tiansit hags should 1 m* iiuhidul iii 
the itiinihei oi tine mails eiiteied in tlu m ul list as atfualh despahlied, 
iiid a note should k* mitten <m the mad list s|HMihing the iiiiiiiliei td 
extia tiaiisif hags made up The mail list slmiild aluats he p!ar ed in 
tlife usual due tuinsit hag 

79. Bxtm iesptebes of mails.— (1) When the eight of a tetter or 
pauel mail to he despatched hv 1 pmi otKce to atiothei post offiux a 
mail office 01 section 01 In a m a! office to a post offu e is inoie tliaa 
mhat the oidiiian t siahlishmeni can «auy, the postmaAei fii the head 
soitei HI chaige ot the despatching offiee is aiiihoiised to make an 
exiia despatch, hut Jit the ^a'^e of tiansii and pan cl hags uiiiiilieiecl 
labels, faie must he taken to bun iid tlu hag-^ in tlu iiidei of the \os 
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Mai keel on tlie labels^ and in l:lie case of extra transit tags^ to 
fomard the cine transit bag first. 

(2) Wlienever an extra despatch is made, the clespatcMng office 
siioolct prepare the mail list in triplicate in the usual manner^ send 
the two duplicate copies with the mail and retain the third copy duly 
leceiptecl by the caiiiei on retold. The weight of the mail should be 
eiiteied on all copies of the list and thev «hoiild he headed with the 
woid-^ “ Extia despatch 'h In ilie lec citing oifite or section one topy 
of t!ie mail hsf ht receipted h\ the po^tma^-^er or head soitei 

and plarecl ou letoid bi the li^ual maimer and the othei topy should 
he letuiiiod attested to the office ot d^-^^patcli, to be used a*^ a voucher 
foi the expense inciirrecL The ehaiae should he treated as contingent 
expenditure and paid from the cisli halaiice of the office and in siib- 
offiic*', the tiTtesled < opv of mail list or I pavee^s receipts should then 
be M lit to the head office attached to and enteied in the daily account. 

Exception.”— I ll the ease of m extra drspateli iiitde by a rnad office^ the charge 
for tiiO conTeyaiice ot the extia mails should he p^^id by^the receiving post office and 
acfoiiiite<l for in tlio same ccay as that mciirrec! by it m making its own extra 
despatches. In such cases, ilie ti^o copies ot the mail list received should be 
dlspo-^ed ot m the maimer df scribed abo^e except that the second copy should, 
instead ot liemg reiuimd to the mad office aftei atiestatioii, be used as a voucher 
for the expenditure mem red 


(d) In the case of an exir^i despatch of paicel mails from one post 
office to another, the despatchma office must also send intimation by 
fiist post to the office to which the despatch is madcj stating the pro- 
bable date and liom of ariival of the extra mail at the latter office, 
the iiumher of paicels intended for it, and the number and weight of 
the paicels intended foi onvard transmission, so that timely arrange- 
ments may, if necessaiy, be made to send cu the parcels as soon as 
po^^ible. 

f4) As each charge is incuiied in a buh-ofeoe, the sub-postmaster 
eliould enter the required particiilais in a statement in the prescribed 
foi 111 and when the statement is complete at the end of the month, it 
slioiilci be sent to the head office entered in the daily account. On 
receipt at the head office, these statements should be checked by the 
head postmaster or any other official who may be authorised in this 
behalf by the Postmaster-General with the vouchers on record in tie 
office, and the checking official should write the word Verified ” at 
the bottom of the statements, sign the entry in token of having caiiied 
out the check and forwaid the statements to the Superintendent with the 
relative vouchers. Similarly, each head postmaster should submit to 
the Superintendent, at the end of the month, a statement in the pre- 
scribed form showing the charges incurred by his own office durina* the 
month aecDiupaiiied by the attested copies 'of mail lists and pavee's 
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receipts. mail clespatcliO') ihe cost of whirli {aiijiof* tippeir in 

tlic iiead ofiice accounts for the ^aiae month, should le in tho 

nest montli s statement. 

(5) ilie SiipeiiiiteiifleiLt will rheck, < n, and letiini sttitf- 

nieiits to the nead oflire as C[\ii(kl^v as noss]!dc‘, iu liaii to tlio 

Pohtiiiastei -General with the monthly cordinn:ent hill, oi with a 
separate letter if the hill has abeatly been despatched 

(6) When the extia mail despatches made iiiiinin lie iaoiitii are 
only between a iiist class head oflice and its town sub and In ant li oditesy 
the statement of extia mail dcspatdies iced nol he -,eiit io the Siipeiin- 
teiident. 

Note 1,— The permanent staff should nit ho oiploricl to idiiv e\tia iriail 
despatches 

Note 2.— Mails intended for delivery at the camp of the Siipieiiie oi Loral Qm^ 
ernmont should, when necessary be dedt with acundmj; to this rule TIik inia 
applies also to bags^ ot forms leaned ihioaa,h the RMS, from tin Rio^k Bepe* 
for onward transmission to anorlmi po^t oifee, and to c<tst^ in nhri h Ime 
accumulated owing to detention, oi in nhicli the nnmbii oi im '• s iir i n u. line 
lias boGH unusiiuily swelled by the lecoipi of mcih df tuned in (Atm i)ifi i lu 
cfuence of the supply of insufficient accommodation by i ulw u mis-umiia hoii oi 
tiaiiis, iiitci 1 uptioa ot mail comniiinicatioii, or olhci imtoie^rcii c^ns^s 

80® Watei*-pi!’Oof I3a4s* — (1) When the me of water-pioof liap-s by a 
post Oifice lor mails conveyed by boai or iiiiiiicid, dm mg the mmv 
season, is oideied by the Superintendent, the mail cleik comeined will 
be lesponsible that such bags aie used only during llie pciiod {KuhL 
Ai the end of the lains, the bags should be kept in die office to width 
they were supplied, and not letutned to the Rtock Depot, nor should 
ifae\ be used during the dry season except in ivet weather. 

(2) Water-proof bags aie not supplied to the It. M. S., but if such 
bags aie leceived ]>y a section or mail office from a post office, they 
should be utilised for the despatcli of return mails to that post office. 

81. Immediate examinaiion and YerilioailoB of luatls. — ^(l) The imme- 
diate examination of the mails received is a most iiuporiant thiiy. 
Ill pori offices, the mad deik and, m sedions and mail offices, the liead 
soiter must (aiefiill) and closely examine the condition of each bag 
and satisly himself that the correct number of bags is received. If a 
mail list accompanies a despatch, the bags actually received should be 
compared with the entries in the mail list. 

(2) If the mail deik or head soiter takes delivery of the mails as 
correct and in good condition and peimits the carrier to leave the 
office unquestioned oi does not question the official in charge of the 
section from which the mails -were leceived, the cairiei ot the official 
will he freed from all responsibility which will then rest entirely on 
the mail clerk or the head sortei, as the ease may be, in the event of 
a bag being bubsequently found lo be missing or to have been iampeiwl 
with. 

B 
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82 Disposal of mail lists reoefired. — soon as the mails leeeiTed liave 

ham corapaied with, the eniries in the mail lists arcompai y 

tlieiij these do( iimeats nin^t h^ signed In the mail eleik 0 ^ head soiteij 
as the ( m i\ 1 m ^h > m n the n put thei iside and at liis leisiiie 
4inip IIh 01 lod |)1 iM ihnn on ler >ui pioiided that this is done hefoie 
the (lose ot tlif loi honi-- m the ( ise of po-^i offices oid mail offices 
I h inie ai rival at the temmil m the t a^e of tioiis 


IhfrsiiMKN Fiifir Dipnmif'Ms 

83 Mea!iiP«> of the expressions i^e^istered aiticles of the letters mail 
mA ^ narcel mail articles'’' — Win e\tt m (he ¥aiunl nih s the^t ex» 
IK CM d tlif iifl id( le pfftmH the folloY iiit> flashes of 
fitnh (111 it H « If u tim tne M)i tes t tl at nv of ihem k exf liidtd — 


I 

Chditii V It .^iste^ed h F lolpirlels 
\ |s 1 miKt K 1 1 ft 1 i I ] f 1 t 
tn It! d h lf{ K f ntn m iid. s -p ^ 

Jr 1 m 1 « I \ t !ope^ 

lli nli 1 d Imn 11 s uul 

limm 1! !m n Ih 


II 


I i h ^ 

I If uii ii \ It 1 1 p t 

p rigisteica pan eL n 1 

liisiot t I i 1 1 ( Hi!in 1 ^ 

81. Cotiiitioiis regaMin^ registration insurance, etc*— (1) The coi ili 
!H iimki which paitelb ma\ be po^titl nid ail fh^ oi ihi Iftiei 
and ]M t 1 ind n \ It k t f 1 1 sin 1 a Ic p liditd iiiiclei the v -p 
bv*^t III a i otl(i iiiitnmd on o 1 tin siil |Ut will be ionud in. Ihe Fosl 
and /d p(ipi (n^ h Jki i t It 1 1 i oj p ui cl Is ncepted loi mmiiiife, 
it *^11011111 1 m isHiiifu I tjoii till { iiidf tint insuiame is a'^aiLiHe to 
office or coiintiy to vhifh tiu aiinh is iddH^Mt! 

(2) ibgistticd uid iiisuietl ail ales tiddussed to toici^n coiiiitiies 
slioiild lie iit iIhI in tlu saim \\ as inland al^acle^ of the same classes 
ami tomaukd ttf the os-ffi es oi (oifigii fvflmige coiiieiiied* An 
adviHmltckiiuiii loi a tonign iiisiiKd aiticle diould however, be pie- 
ptMtil till} il Hit pNsiubed ice ioi siith an u kiio\\iedgmeiii is paid bj 
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II ! « ! I It 

tin < 1 I ^ it I 

\ >11 T ^ I 

tf) i I . 

lit i i II \\ I 

i< r 1 i !i il 1 t I 

S5. Distiagiiislii!i|| letters placed feefat Nos I i j tu I 

ufnlps of ilie letter and piiud i ! r j I i <i i 

In ihe follow iii^ It I ns 1 1 M I \ 

IliMiH (! IH C li I |i •, 

\ -p niisl^ V V 

Pint i] im! ltl(i.it|h t li r il u i l\ i iphti 

^ O ’ an! 

the iiiuie of ilntiimn Ini ^ i!o i rh I i ^ * ih * 

aelfpifd \lNii Cl flu Aos iit Hi i h 1 


Norp - In ill lit oi iucHt f i >i i m 1 I ii tl * tiss iij nn Hi 

«K B j B II ntd put i f \ 

86. No. slips ppmted with names of offices of posting.— lu n Hu iiiimbir 

OI iilit h s I i I \ f I ior I i ^ \ j p I i mill po li 1 ii 

aii oftn ////i; i tUi i n ;/ i flu ii t m it 1 !h ollici will, 

iiiifln ilie oidns of tlii !h u1 «1 ilu I utli l« /// U m tin "\ii ps 

toi that plliiilllll llls^ iill lljplHll t i c 1 II I 1 1 Of 
aii\ ot}»ti No lip 

87 Icknowledgiiieiits for registered articles — 1|) li ili^ m luln ot i 

II n d til li !i im t > oil H ii u km ^ ) ! unil i I 1 k ! \t 

!ic liln* pi 1 d iiiip^ li at (k iis pi\i ii il flu |m 

stiilMfl in I he m laln shoiihl ]u nuoaunMiHi ti id! up llu f-oiiii ol 
Ilf kiiow!edi»inuit himself aid il lu winIus io do t I hi i!nk oi ua i 

iOKH PN cl nil si rne him mn \ fa ^ o n i i tm iiti fl 
the sciidn lo ml \ to fill up fli h uii ium ll, tiu link nmcnjinl 

Ol 111 till 1{ M S the 1 i fd soiin should pu|Mit in ac 1 

takiiin spend i ni U w ift tin Siam ail aill uldims «>l tti* i ndn 
lei^ihh II the ippiopinit rd in *1 he a 1 m wied«,meBt sfioiild he on- 
piessed n ith the iiaiu-stimp in tiic spin po\uln! toi tin pia|Msi att! 
tlic Einie of ilie oftiie of dc find on shoiihl la fh ai\ iiott d lOi il in 
reel iiik helow the woid ' \d now i doim nt 

(2) The abhitnulioii A 1) ’ dionld lie written on ilit^ fate oi tli« 
aiiide iii bold litteis aid dso ino->s the lueipt bi the uidci aid 
repiodtif ed on the < opv oi the lenipt in the lepisteied loiiiin! 

(S) Rcgisteied aiuhs ol flu htioi mul aid pan t !s aMiessed to 
fciieigu emiiiiiies foi whah ukiiowh dgmenis ol mupt aie iiu|iiiih! 
by the sandeis should be maiked ilealv with the woids Avis de 

b2 
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reception Tlio staue eiitiy '-Iiunlrl also he made on tlie despatcli-- 
note it* Hie ca>e (d toiei^n ])aif‘els aie leqiiired to be accompanied 

b\ (!e qi.r (li-iioio' 3 . Tlie aiiicles slionlrl tlieii be forwarded to ilio offi(‘e 
of exihaii|je cmifcjiierl a< compaiiied hy tlie special form of aclmowledg- 
iiieiit 01 ieeeipi in podi arcl size. Tbe toiiii slioiiH be duly filled in by 
the office of origin. 

(4) Tlie roq*istj atioii or paicei cdeik in pod offices or the head soiter 
iij 11. If 8 Is ies[}Otisilile that aii a( kinjwlcdgmenty when paid 
for I)T the ^eudoF, is actually forwarded the article, whether the 
acliHH^ ledoaiioiit is prepared hy himself or by the sender. 

tb) When the scTider of a foreign legisteied article of the letter mail 
or a foreign parcel applies for an ar kiiowledgnient of receipt after the 
ariicle has been posted, or wishes to haye an enquiry made as regards 
the disposal of aitkle, he should he required to pay the prescribed 
fee and to preseiii a written applic*ation. The fee shonld be conyei ted 
into posiag^e yfainps of eqiiiyaleiit v<iliie, yhicli should be partially 
affixed, that is, along iheir upper edge, to the application. The latter 
should then be foruaided in an imiegistered cover to the office of ex- 
change (‘oiiceiiied and should he accompanied hy the prescribed form 
nieiiti oiled phi paia. (3) in which should be entered an exact description 
of the legisleied aiticle or paic(4 (ii^ natuie office of origin, date of 
posting, No. and conipleie address ot the addiessee). 

fb) If the sender of a loieian regisieied aiticle complains of the iion- 
recci])i yit an acliioy ledgment ’ii^hidi has aliOvidy been paid for, Ms 
tom f)la iiil ^ slioiihl be font aided to the office of exchange concerned 
acconjpari led b\ iho piesi n’hed Imm duly filled in by the office of origin 
ill the yiKipiiei described ui (be pieccaliog p<uagraplu Tf a similar 
coTiydaiis! Is iHuuved from the sendei of an inland registered article an 
atlcbled < op^ of Hie addiessee’s rmeiitt ir H'c<od in ilm otfite of delivery 
should be tiiijiislmd to him. 

88. Pafeels oontoiiig fnadmlssIWe commmiaatioiis (1) Parcels which 

foiHaiii then one uiitten coininunuation of the nature ot a 

leitfu, oi huyiim the ffiieiaciei ot a jnusonal c ouniiiinication any such 
imiiH iiiTiH ation addle sed to a muH>u tdliei thou the addiessee, should not 
be aciepted ioi cbApafffii, an] il^ iiyfffi (aso of a private the 

discoveiy that the lule has been infringed ib made by a post office after 
the pat cel has been meiqued, at ulmtovei Hage of its transit thro'’’'gh 
tlie post, ^ the parcid slionld btqendoised rontaiiis inoie than one written 
roiiiimimc*atio!i or '' Contains a eommunieatioii addressed to a person 
other than the addressee and sent to the B. 0. direct or, when 
the ileleetnig office is a sub-office, through its head office, for return ti> 
file sender. 

(2) An affinal parcel should not he refused on the ground that it 
contains more than one written communication of the nature of a letter^ 
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tilPif* 1 * iL^otul ua-^<n fn !»f4 t u* tiMl ^ M \\i ii * II a aai-* 

it loiihiiii" ti u* of a |Mi'')Ki| ihif M% f oi j oulii n h|1u ufi |u « t- 

io!ii‘>o(i on tlio 4 »ioiiii 4 tliJ tf M>nt nij' a ^ < not Uio « "imt atidio- od to a 

poison otiioi tiian t f addtu -u mo h ^ |u j u4 i oiifo a m ptul^ 

slioiiid lio ooii oii to itoa , « \oa if il o|}»Oi ai < ii iiHooilaiily 

i^ cli'^c o\ to imL [fi "itH h a «a^o, i!ia i aUM ^isoMid do ^^poil 4 U* tita ffoad 
ol the Ciu !o ill wIihIi ilia oIIim I lo-l’i m -iliiatod, iido will iniiip 
it to tile liotiee of t!ie officer < oneeriied, 

^ (t3) In tlie R. M, H., ineiy pat^el otiii ul oi pii^aliM found to loii- 
tiiiii any oomnuiiiii atioii ot the Lind nn-iitsoind aho\e ^liMuld be ioiWtiid- 
cnl by the oihu* oi sntion (oiiteiiied oi a pioOti »l bio idilios-ui ii> 
the pobtinahter of the olliie ot dedinatioii tiilei iuHiiii* a note U'Hiided 
oil it explainini^ i;^h\ it is so st*Til. Tlie laitei oIIho should dml the 
parcel in aecorclaiiee with the InuuiiKous {ontained in tlio piiModin^*^ 
paragraptia. 


8§. Preparation of registered bundles.— i]) Whenevei there aie more 
tliaii two atatimi muiisined leaisttued aituhs of the lettei mail ior 
any po&t office for wliidi a duait mail h la i-- not < hncfU ttie le^isliation 
clerk or hoiter, a the <a5<^ inav Im. --hould encliHe ttieiii in a sfatoui 
legistered biiiidie ioi that office. Tlie iet»iMiuefl aitiflfw diotild he 
entered in a leuisteied li*?.! and after heinu anaio/ed in the oidcu ot 
entries in the list, they should be tied foot^ihei and ciiclo-cd, iogct!ii‘f 
itith the list, in the picsnibed eineiope oi , ii inae^-,ai\, us a dosiiti baa, 
clearly acltlres^cHl to the odiee of »h nalion The envelope should lie 
WHUiel) fadened docui \\iih p and then MUiled mitli good seaHiin* 
wax, A No. should be mi%eu to ii c one',poiidina hi the liiiinhco o* 
article's it contaiisb, pus cdc‘d b\ the di a ini’ lushlna hitej ll, Rd’ 
11 a liag has to be used, li shoiihl bo sealed in iht oidiiiaiy way, and 
an envelope piepaied in the manner ifidicated ahfi\c should be attadied 
to it as a label. The legisfeual bundle sonid linns be pLned s\itli 
other ii*ei^loied aitn bs inside the no ieieu !ai, iiiiibn piepaialaiji ioi 
the Msdioii or office^ to whn h the nnnU Im the olhce to whidi if is 
achliessed aie scnl. A scpaiaie regi^tmed liyndle and, wlieie ni*ccssni\, 
a sepaiate icgisteied bag should be |>re])aied toi emlodng registcied 
articles intended few tiansinission In th‘ lhtsiu»Caiio Air Mail Hmvicfo 
An Air Mail label should be pasted to the r**gistered envelope oi lo ilie 
label of the registered bug% as the case may be. 

Noti.—Ibl eases where* dosiiti hac:s aie wed tor cntlosing revistorcft biiiiillc‘s. 
the iiiiinber of hags so used should be wntten in woicb and figures at the top of 
til© registered list. 


( 2 ) If on any date the saine office or beedion makes up twci or men a 
registered lumcltes each containing the same number ol artidei, the 
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(d 00 the Pil biiwdle and 111 tlie due iej,i‘ 5 teiecl libt in 

It is huouhI should sli<m ibe iimie oi the offii e of de-^tination, 

iliiH — 


f 1 » KF 5 

Bcilii Ul4 ^ 


I 1) I Ilf 1 I) 'should ht uldfd litei the niuie ui the 

p st town lu till uldiess of the u.^istned huiidlf-s ioi the plates shown 
I < hm I 01 ahifh tiwn dflutit soiliiia Js done In the It M S except 
In ilif^e sH ii uis ^thu li pc ifoini tins 'S'voilv — ^ 


Boiiihn, Kcdhapiu, MoiiliDeni, 

ihilciitta, Macli is, Rangoon, 

J)ai|<:diiig, AlaiidaLu , Simla. 

(4) Ifciiitonil legisteied biiiulles should, t;\iieie piesfiibecl, be pic- 
piHcl in the same niannei is stition legibteied biuidies except that the 
<iA elope m label should be siiptisuibtd with the name of the pioxmce, 
de iilj-defiiud tract of umnii'^ 01 fmeign counti} to which the aiticles 
ut the Inindlt aie addussed as udl is the name oi the office 01 section b} 
tdiuii ihe biiiulle is to be opened 

’Noil 1 liigistuod ai ticks foi despitch by ihe weckh outvard English mail foi 
oIIk f s 111 iiii it Buiaiii and Noithcin Jnluid and the othei foieign tountiies> the 
imia to wludi ins iia Bomba;^ should be cnclos d in a toiiiton d ipgistered bundles 
uhhewd to Bonibn foiemn ’ Such icudned Inmdlis,, will bt opened and 
tbtii cmitints ik lit with In loiti n iii til tun oi th H s c ii die ciu on 
wiitth tk> woik in toimtuion with ihe wukh out v iid L igasli lunl an* on the 
otht I dus oi tin wet^k bj ihe ioicigu Post So tion oi ilu Bomb u (x P 0 

\oir J [ luisniid icgiskiid utiikstoi dtspitth io the I) L 0 iim% )e sent 

lu ft u U u I In II ics iddu s cl to tin I) L 0 

Soil h i ltd uIrIc to I dc ilt with In i mail olhco 01 section miy, 

nil h i the Old 1 >t tin I)tput> Po'^tmistu \Aoncial he put up be anoilier mill 

{ lie i t)i M ( U )ii 01 ugistti d biuidks 

m Prepaiat oa of re^tistered and parcels lists ™-^i) hen the mails 

(It vimlii iiuiMiatiuii ioi (IfsinlLk ief,iawtil ml pu(d lids should be 
jiKpatwl riu lota nuuibti ol legisttied diiicles foi despateb, with 
i i itj,i i iitl tu puu'l Ua sbuiild be iiitcied in ibo legisteied or paicel 
I ti iM and ( oil sui b aitult aioijld tluii be euttied m the legibteied 
0 puftl list !( 1 tin. otlKe 01 seilioii to whub it ib to bt sent. 


(2) A piKei list sIiohUI bt- pupiicd e\ei\ da\ foi each post office, 
null offite, 01 seiiiou to ivludi ilu soiling list sIiouh tbat patcel mail 
(Hub nin 1 h miu wlidhu tlieie »e pmel maiKuiirles loi despatch 
ui «o! 11 i,n iiij (lav Ibne lu no panel mail aitides. Joi debp.itcb 

\\ilii ii paitil hst, the bLuik list to be sent ‘should be duly stamped and 
mtied, uid iht ucud “ \ /P ^!H)uld In -v^iitten m the places ioi totals. 


Vii! Ill nodelutm oflTucs wlmh uo ot uithnuscd to cMuer from tiicir 
lumkui III find itui udue pi^ ildo xjhiks cmeidmg the pitmnbccl iiimts oi ^aiue, 
th tot i mimbm oi ugistmecl irtuk^ pd btuidks or of parcels despatched eacl^ 
d i\ sliiiiiid bt teeoideii on the back of th© la^t used page of th© registered jotirnal 
foi the daj iiiskad of m th© pm©! steratt 
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{""i) la file case of inland pairds cliirped ith posti^n, ni^icifu iliii\ 

01 lof^i^tiatioii 01 otlifi le^ , oi dues tlie aiimimi due ‘^licnild 1 m ii Itn 
afrauist tile entiY ol tin paicel ni the piiul hjt iln distiii|:fiiH!i 
letieis piiM Tilled foi tli^ clitleitnt cd paiaK dioiild iKo hi iimiI 

'ttlieii lerpiiied 

fl) Eegisieied uid piifcl lid'^ should 1h puimtd ii du|dn iii In 
means of caihoiiir pipei uni, if mm ihin oin m pnul 

IS closed few aii^ ofhee oi section i stpai ite Hd should lie piipiiod lot 
eieli hug The iippei Ipeneil com) siouhl he kepi on mold iiu! tin 
lo\\ei (ioiIkiiik) copy should l»e dispitchMl 

(1) Jlie If knoulidsrnients (il am) iditiit ic th if^i'^tcKil pincK 
eiUeitd in each pin el list ind the icuipts pn p u ^ In hid mi dti i> 
oi exfhangf in foiuu(tiou \uih un\ iid n lu^n piiul is w I! 

as tlio>e lelatiiig to inlaml fiuccK cl u^ed uhli fustmns diit\ shoiihi la 
aiiaiijxed in the oulc i fd th< « nines iiid lit h In d i«c the co|i\ of the 
poitoi list loi despatch 

()| ll ifi\ coiKctnui is la idc to tin rnin< ci tin \os oi ol ht 
c fin > oi po^tiii^ in i list, if slnmld he ittc'.icd In lie iniiih of i!ii 
fleik 01 soiiei coiiferned htit no unaii n is * n fmi auioinl h* hi nonii 
in ihf ff)fol of fji€ (nfiifs in a Ji t [i ui ihc onu t total li lb hnni eiiti n d 
Ilia list thi list should he dfstio\fH! uid a fash om picpaicd 

(T| din total niimha of aitnh to Ik smt mith list n’litl tin 

detills, toi ’fthnh npates aie pioMchd it the foot ol the list tioiild 
he tnhued ni i^oids H theie uc un nnan \ ohU i cimlopiM ioi 
despiuh uilh a legist ei eel list iht told Tiunihei of such eimlopes dso 
should he ciiiiinl sipu itcdif d the fcoi oi tin list in the space punnlcnl 
1 ji tilt puipcHi d iie list should then hi si nape cl uni signed h iht 
cleik 01 soitei coinoinec! 

|8) 111 post oflues, legisteied aiiieles of the Itiiei mail foi hiuuh 
ofiiees IB acunint mhnh aie atiihonsid to peilonn Uy^itiuioii wcik 
iiulepeinlc nth should In unde o\n lulh th u gntc u I Jisls to the siiln 
uiiiiiit link, iimiei intipt to he tikcu in the legitntul al^ti ut 
lltt^isteied lists Ioi hi uh li offices of this clasn ue due doc iiineiits 

(9) iitnles ugisieted m a post office toi delnen lioiu tk office 
itsdi Ol iiom am oi its hi inch olfires mhuh aie not aiiilnaistd to 
perfonii legnti ifion Tcoik inde{)endentl\ , *=‘hoiild he enteied in a st itn ii 
legisteied list 

Nmi fiiMiietl cn\<iv|H mi iiiscuhI Imnlks shonk! Im euimil m th s lui© 
u tuts ami plucd at tJu suite big as othn icKisttosI iitidm of 

tilt iiitii III u! '\%licn theu «uc no iiiHintd ointlopfs oi bimdks ioi d*s|iiii(h th# 
wmtl \ i/ si >uld Iw cult led m the ut ici nrmnled at tl« toot oi tfn rip^islete^ 
list Tiistiud |him1s hmdd he mttnd in the i.mie paiul hstn as idlii legife.* 
tcied p tic els \ -p aihcles shniiid bt enttred m the sum> ugistiittl or pcritl 
liBt« and ill tilt sanse wm u ordmarj? regtsleied ai tides of tk m paretd »«ul 
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91, Closing of fegistawd and parcel bags.— (1) When a registered or 
parcel bag is to be closed, the articles to be placed^ in it, aud, m the 
case of registered parcels, the acknowledgments (if^ any) should, be 
examined with a riew to the correction of errors in sorting. The articles 
should then be checked with the entries in the list concerned, and the 
total nnniber of articles advised in each list should be compared with 
the number entered in the appiopriate abstract. 

(2) The registered articles of the letter mail should be arranged in 
the order of the entries in the registered list, tied in a bundle and then 
enclosed with the registered list in the hag which should he closed and 
sealed with the registration seal or, in offices and sections where this 
seal is not in use, wit-h the date-seal Registered hags must always he 
closed and sealed in the presence and under the direct supervision of the 
registration cleik or registration sorter, as the case may be, and he will 
be held responsible for the coriectness of their contents. The name of 
the office or section to which each hag is to be sent should he written on 
the piece of paper placed under the seal, ancl the bags should he made 
•orer under receipt (to he taken in the registered abstract) to the sorting 
clerk or head sorter. 

(3) The parcel list should he placed with the parcels in the paicel 
bag whhb should then be labelled, closed and sealed with the parcel 
seal (>i, in offices and sections where this seal is not supplied, with the 
date-seal. Paicel bags must always be closed and sealed in tbe piesence 
and under 1he diieci supervision of the paicei clerk or parcel sorter, as 
the case may be, and he will be held respon^^ible for the correctness of 
ihoH contents The receipts lelaiing to inland paicels charged with 
CMistoins fhiiv and to inwaid foreign parcels and also the aeknowleclg- 
meuts, sluiiild be attached to the relative parcel list. Parcel hags should 
bf banded niider leceipt to he taken in the parcel abstract to the mail 
clcik or head sorter. 

(4) Care should be taken that onlv bags which are in every respect 
Bound and strong are used as registered or parcel bags. 

92. Closing of insured ba^. — (1) When an insured hag is to be closed, 
the insured paicels for despatch shonld, after entiy on the issue 
side of the paicel ahstjact, he sho-vui to the pobtmaster or head soiter, as 
the case may he, along with the parcel list in which they are entered. 
The instirc'^d parcels should then he jdaeed by the parcel clerk or parcel 
sorter himself in the insured bag m the presence of the postmaster or 
head sorter. 

(2) The insured bag should be closed, sealed and labelled by the 
parc^al clerk or parcel sorter in the presence of the postmaster cff head 
sorter in the manner described in paragraph (4) and should then he 
amiiately weighed in his presence. The name of the office et 
of destination as indicated in the parcel sorting list should hf 
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on tlie instiled label, and tbe weight (tn tolas) of the bag should lie 
clearly noted thereon, in words and m ink, in tli€» place |iro\ide<! an %ell 
as in the paieel abstract against the entry ot the name ol the post (ilhfe 
or section to which the insured bag is despatched. 

Notd 1.— In ilic E. M. S., the instnictions about weiglting tlie imarod bag and 
recording its weight apply onl^ to sorling mmi oSces. 

Note 2. — In no-deliveiy ofkes, which are not autbonseci to deliver I rota their 
window insured and r.-p, ariitles exceeding tbe piesuibecl limitb of value, ihe 
weight of the insured hag should he noted on the ollice copy of the paire! Iwf des- 
patched. 

(3) The postmaster or head sorter will be lespoinible that €»ach biig 
coiitaiiis the eoriect nuinbei of insured parcels, that the insured paieeh 
have not been iainpeied wnth betoie despaUhed, iliat the bags used are 
in good eoiidition, that they aie piopeiiy closed <iii(l sealed and that the 
weight is entered correctly in ink on the insnrcHl label and ui. the paicel 
abstract* 

fP Light dosuti cdoih bags should always be used for insiiied bags 
rill If b slionid be* closed, sealed and labelled in the tollowing iiiannei : ■— 

A blue tag label should be fastened to a piece oi shimg coid 
which should be tied tightly lourul the neck ot the bag and 
knotted in two places opposite each other; the ends of the 
cold should th<*ii he parsed tlirough the holes of a tin seal- 
liokbu and agiiiii fastened in a knot. The iikHUiauce seal, 
uhore piovuled, should he impiessed on good ted seahiig- 
wa)w applied over the knot ol the coid in the liolhny of the 
ini seal-hohler and also ovei tlie knot ai lhe pomi opposite, 
under uhidi a piece of papei should be first piac*ed in 
oidei to pi event d«iniage to tbe bag. An itisured label 
should be pasted to tbe tag label. 

9S. lisa of more than one registered or iiareel bag for tibe Mie offlee 
or When the number of registered articlea of the letter 

mail or paieels to be despatched to a section oi office necessitates the use' 
ot more than mu* legisleied oi panel bag, the labels on the bags should 
be cleaily mnnbeied 1, 2 and so on. By the side of the number niaiked 
on the labed of bag Ko. 1 should be wiitten the total number of kigs 
foniiing the despatch, thus ! /3, 1/4, etc*. The bag made up last should 
be numbered I, so that the total number of bags can eoEvenieiitly be 
noted on the label. 

(2) A separate registered or parcel list, m the ease may be, should 
be placed in each bag, giving a detail of its contents and bearing the 
number given to the bag, ilius Bug No, I Bag No. 2 and “ Bag 
No. 3 in the case of a despatch consisting ol three bags. By the side 
of the number written on the list encloBed in Bag No. 1 alioiiH be entered 
the lotal number of bags forming the despatch, as in the CMt ol the 
label of that bag* The receiving office or section should see by reierenc© 
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to tlie second mii}al)er on the list enclosed in bag No. 1 that all the bags 
comprising the despatch have been received. If, from any cause, bag 
No. 1 is not received along with the others forming the despatch, the 
irregularity should be noted, and a telegram sent to the despatching office 
or, in the case of a section, to the record offi.ce concerned, intimating the 
non-receipt of the bag in question and enquiring what the total nninber 
of bags xised for the despatch was. 

Note. — B eceipts for inward foreign parcels and inland parcels charged witli 
customs duty, as well as acknowledgments, should he attached to the parcel lists 
in which the parcels have been entered. 

94* Usa of wicker baskets in pla<ee of parcel bags.. — Where wicker 
baskets are supplied for use in place of parcel bags in direct mutual 
exchanges of parcel mails, the baskets should he treated by the offices 
concerned as due to be despatched every day (except Sundays) even if 
they have to be sent partially filled or empty. Any office having parcels 
to despatch on a Sunday should send them in bags. The baskets should 
be treated in every respect like parcel bags, the number of bags and 
baskets^ being entered separately in the mail list under the head 

Details of IJnusnal Mails 

05* Insured articles Irregularly ■■ acce.pted. — If an insured article 
has been irregularly accepted for an office not authorised to deliver it, 
the first office or section detecting the irregularity should return the 
article direct to the office of posting for I'e-delivery to the sender, en- 
closed in a protecting cover or bag, as the case may require. 

96. OpeniBg of. registered and parcel bags and examim-tion of their 
contents. — -(1) The registered bags and bundles addressed to an office or 
section and the insured envelopes and bundles addressed to a post office 
sliuiiid be opened by the registration clerk or registration sorter and 
tiie parcel bags addressed to an office or section by the parcel clerk or 
parcel sorter, as. the case may be. ■ ' 

NoTB.^IiLsured envelopes appertaining to letters for, delivery from a post office: 
or tronx branch offices in account which are not authorised to rxerform registration 
work independently should ^ he preseiwed until the addressees’ receipts have been 
obtaiiieu, Inos© appertaining to letters which- are redirected or sent for delivery 
to |j,ranch offices authorised to perform .registration' 'wo.rk indeBendentlv need- not 
he preserved. . , 


(2| All the registered articles and parcels (including heavy registered 
packets received in packet bags and parcels received in mail bags) should 
be cairefully examined and compared with the entries in the registered 
or paiyel lists, ^ and ihe lists should then be signed. The total number 
of articles re(»eived with each pgistered or parcel list should be entered 
on the receipt side of the registered or, parcel abstract. In examining 
a- registered article or parcel, the -place where the No* slip, stamp label 
or any other piece of pap«r, etc*, is pasted to' th^ arttek, , whether by 
the sender or by the Post Office, should bp $*i^|eoted to 'miunte scrutiny 
so as to detect any attempt to '' ^ 
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('Jj Insured envelopes and registered and insured liiitidles sliovild be 
exaijiined with special cure to see that they are in good nniditioii. that 
they have been properly pdosed and sealed and that the seals ancl fasten- 
ings are intaet. Any iraperfectioip however slig-ht, in any of these 
respects should he immediately hrought to the not ire ol the postmaster 
or head sorter, as the case may be, aud a note of it ^houlc! he made 
on the envelope or hmidle and in the^registeied list with whidi it was 
received and, in the case of an envelope or hiindle for onward, iram^- 
missioii, also in the list with which it is despatched. ■ ' 

(4) Except in sorting sections, each insii red envcdone and 111.^11110! 
handle should l>e weighed and the weight thus ii.s(‘ertaiiied entered in 
the registered list with which the enveh^pe or hioidh* was receiveil 
and, in offices of delivery, also on the envelope or btiiidle itstdf. it this 
weight agrees with that entered on the envelope or hundle hy the office 
of ])osting, or if there is a slight difference in weight not giving rise 
to suspicion that it has been tampered with, tlie envelope or bundle 
should in office of delivery, be opened and its conlents taken out in 
the preseiic.e of the postmaster and stamped by the ‘registration 
while in sorting offices it should be forwarded cuiwards, u note of the 
difference in weight being made in the registered list with whiidi the 
eiiveltjpe or bundle is despatched. If, howwvver, the differnce in weight 
or any other ('irciimstance gives rise to suspicion of tuiirperiiig, i!i.e 
envelope or bundle slioiild be made over unopened to the postmaster 
or head sorter, as the case may be, who will deal with it in ammhmce 
with t!ie rules relati)ig to Investigations. In offices of delivery, iiwured 
letters should be examined in the manner prescribed above both for 
registered letters and insured envelopes. The weight of each letter 
should also be ehecked with that noted on it by the olliee of posting 
and it sliould be seen that it bears the date-stamp iiiipression of that 
offif*e. Any imperfection or any discrepancy in w^eight or the abHcnce 
of the date-stamp imprassion of the office of posting should be imme- 
diately brought to the notice of the postmaster. 

Note.— "W hen s riimiher of insured letters for daliverv are rcwiveci l>.v a tom 
siib-offiec from its licncl office or from another town siih-offi<*e under tiiat head office 
enclosed hi a pu|HT coi'er or hag, the cover or hag shauH be exaniineci and weighed 
aiiil the weight sheaild ho cheeked in the manner pnm-rilied for insured Imwiles or 
itisiired fuags, as the ease may require. 

foi In post offic‘.e.H, registered articles and parcels with the acknow- 
ledgments, 1! any, should be separated into— 

those for delivery, and 

those for onward transmission. 

The former should be stamped (this being done by the reg^isiruiioii or 
paj’cel clerk himself in the ease of registered articles) and put aside for 
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disiribntioii, and tlie latter slionld be locked up till it is time to prepare 
tbe mail for despatch, 

Notb.—So long as insured articles remain undelivered, they must be kept under 
lock and key. If they cannot be delivered within a reasonable time, they should he 
kept m the office safe, 

(6j The registeied and parcel lists should be stamped and placed 
on record, the registered lists received in registered or insured bundles 
being kept attached to the due registered lists in which the bundles are 
invoiced. 

Note. — When a money order form relating to a value-payable article is not re- 
ceived with the aiticle, the first office or section detecting the iiregularity should 
note it in tho registered or parcel list with which the article is received and 
also in the list with which it is despatched in the case of articles for onward trans- 
mission, and report the irregularity to the Superintendent of post offices or first 
class postmaster to whom tho office of posting of the article is subordinate. Inter- 
vening offices or sections which may have to handle the article should repeat the 
remark in the registeied or parcel lists despatched by them, and in the office of 
delivery, the irregulaiity should be noted in the error book. 

97* EiamlnattoB and opening of insiumd bags mceived — (1) Insured 
bags will be received enclosed in parcel and mail bags and in tbe latter 
case, ilicy will be made o^"e^ undei receipt Lo tbe parcel clerk or parcel 
sorter, as tbe case may be, by tbe delivery clerk or tbe bead sorter, 
respectively. 


(2l Eaeb insured bag received must be carefully examined at once 
in the preseiii e ot tlte postmaster or head sorter, to see that it is in 
good order, that ibe fastening and both seals are intact, that the seals 
aie those of the despaiebing* office or section, that they are legible, that 
they are impie&sioiis of ibe iiisiiianct‘ seal (if the despatching office is a 
brad office, sub-office auihoiisod to use an insurance seal, mail office, 
or section), that tbe siit<‘bing of tbe bag has not been tampered with, 
and that there is no rent concealed by tbe fold of tbe bag. 

fd) Each insured bag received must ])e eaiefullv weighed and tbe 
ascertained weight should be cliccked with ibe weight (if any) recorded 
oil ilie insured label. If these weights differ, tbe bag should be given 
unopened to tbe postmaster or head sorter who should open it in the 
presence of witnesses and deal with it farther in accordance with the 
rules relating to Investigations. If tbe weights agree, and in the case 
of insuied hags bearing labels on which the weight is not noted, the 
bag should, if addressed to the office or section, he opened and the 
contents taken out by the parcel clerk or parcel sorter himself in the 
presence of the postmaster or head sorter. 

(4) Insured bags axe not weighed by sections, and no weight is there- 
fore entered on the insured label of an inaured bag ^closed by a section. 

weight must be entered clearly in ink on the insured label by the 
receiving post office or mail office. 
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9®, ExamiiiaMoE of iiisiffeii piroals 3?©o©Iiroii. — ^Insured parcels received 
wtetlier ia sortiag or ior delivery^ raust be carefully exauiiiieci by tke 
parcel clerk or parcel boiler, an tlie <abe laay be, in tbe prebciiee of the 
postmaster or head soiter, re&peetmdy, at ilie iiiiie tlic insured bags 
are opened, to see that tbey are in good condiiioii, that they bear 
the date-stuiiip impressions ot the offices ol pobfing, that they have been 
properly packed and sealed, and that the seals, seming, etc.., are intact. 
The parcels should also be seiiitinised iii ilie laaiiiier prcHCiibeil lor 
minsuied jnircels. E<ich paicel should then be '^’leighed and tlie aseer- 
tallied weight (in lolm) should, after cheek with that enieied on the 
parcel, be recorded on the parcel list with which it was recened. Any 
imperfection, howwer slight, or any discrepancy in the weight, or 
the al)sence (#f the date-stamp impiebsiou oi the oifita* ot posting should 
be immediately brought to the notice of the postmaster or head sorter. 
If there are no gioundh lor suspiading that the paieel has tainpered 
with, a note of the defect or discrepancy slioiild be made on the pnictd 
list with which it was tccmHcd and. il the paicei is for oiiunrcl trans- 
mission, also on the list with which it is to be despalchcfL If thcui 
are grounds for huspition, the pait^el hliould bo made o\er to the poNt- 
master oi head soitcr who will deal with it in ms oi dance i\ith the 
lilies relating to Invf^stigations. 

Note J.— Tn the R. M. S., the instruetions about iveigblng the parwis and 
xecording tlioir weigHts do not appiy to ^^cctions. 

No IB 2 , — Pareoh posted it liupcrial post offices FituaiwI in .‘-om© Indian States 
have, heioie posting, to taken to the custom4ioiis©, whc^io they are sealed by 
the aistom-hou^'C authorities in iola^n of customs ducs^haviiig been pjiid; and consc* 
queiitly. Injured jmreek posted under siuh <onditions hear tao difleroiit ‘^eal 
iiiipK^Sbions and freciuenily two different kinds of .staling-wax. In such cases, ih© 
parcel clerk or pared sorter must see that the offi(‘c of posting has %\iilten on the 
parcel the words “Custom-house seals addl'd to the pared t«>ta! iniinbor of hcmIs 
and that this ruimhor coiiespouds uith tlt< niiiriher d soals borne l*v 
rli© panel if the not© has not^bein entered on the pared, the parcel clerk or 
parad sorter slioukl hinudf add it. 

99, Deideuoy In fees ai? postage m Fe^starwi articles and iiHFegls- 
tered If the postage including the registration or other 

fee, on a registered article of the lefcier mail or insured letter received in 
a post office for dcHierv is iound io he iTisufficiciiit, the registration cleik 
miibi biiiig the fact to tln‘ tiotice oi the posimaster, wdio ehotild note 
ilie weight oi the aitiede on tlie cover, wlieihcr it is insured or not, and 
obtain ilie cover from the addressee. 

(2) The parcel clerk should similarly bring to the notice of the post- 
master any detciency in postage or other fees prepaid cm parcels. For 
this purpose, the parcel clerk must examine all station articles of the 

B arcel mail received and weigh them, if necessary, in order to see 
lat :~ 

(a) ill the ease of all registered parcels (insured or uninsured), 
the postage stampi afiBxed to the parcels or to official labels 
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pasted on tliem represent tlie full amount of tlie postage- 
and piesLiibed fees, including any redirection fee wliick 
may have been prepaid ; 

(h) in the case of all unregistered parcels, the postage stamps 
affixed to them or to official labels pasted on them repre- 
sent the full amount of the postage and redirection fee in 
case the latter has been prepaid. 

Note 1 — In the ease of recliiected parcels (registered and unregistered) on which 
ledireeboii fee is lecoverable from the addiessee, the parcel clerk must see that 
the eoriect amount oi fee has been marked on the parcel and, if any incorrect entry 
has been inade^ hring the fact to the notice of the postmaster who should conect it 
under Ins initials. 

Noil 2 — In the case of a parcel redirected by any branch office, it should he 
slimui to the postniastei ulio should cheek the amount of rediiection fee, if paid, as 
•VI ell as the entiy “llediiected postage ” oi “Rediiection charges paid’’ 

made theieon and initial the entij in token of his having carried out the check, 
ll the eiiti\ IS made m \einacuLu hj the hraiich postmaster, fresh entry should h© 
made bv the postmastoi in English. If any inlcxnd redirected parcel is received 
from a hi inch office as lefused the charge for ledirection should he cancelled under 
the initials of the postniastei 


(*^) The postmaster should lepoit the deficiency to the Superinten- 
dent to i\hom the office of posting is suboidinate, the report being 
ac'compaoied in the case of inland articles of the letter mail, by the 
cover obtained from the addressee. In all such cases, the official in 
fault in the office of posting will be required by the Supei intendent 
coiiLeined to pay a sum equal to the deficiency. The amount recovered 
should be converted into postage stamps which should be affixed to the 
Huperintendeiit’s lettei ordeiing the lecovery and defaced with the date- 
stamp ot the office. 

No IF — This iiile may, under the orders of tho Head of the Circle, be relaxed in 
soecial (<ises nhen it is quite cleai that the official concerned in the office of post- 
ing u IS not to bLime, or wheie the pencilt\ uould be too great in comparison with 
the fault committed. 

E\cprriov -- This iiile does not applj to invvard foreign parcels. 

f4j Tf the deficiency is detected iii soiting or, in the case of an 
article posted at a biaiich office, in its account office, the attention of 
the office o£ deliveiy should be drawn to the deficiency. In the latter 
case, a note should also be made by the account office in its error book. 

(5) In the case of outward foreign articles, the office of exchange* 
will, for the pm poses of this rule, take the place of the office of delivery. 


GrEMEAL. 

100* Urn of the SuperinteBdent ’h~(l) The expression 

Hupei inlendent ”, includes both Postal and E. M. S. Superintendents,, 
unless it is clear fmm the context that only one of these classes of Super- 
in teiuleiits is meant. When used to signify a Superintendent of post 
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4}iices,^ tlie term also meludes a fiist-ola^s postiiisniei e\iept idiere 
ibeie is anytiiiBg to tiie eouitrary in the fcmtext, 

(2) WJjerever it is btated that a po'-tmastei slioiild siilmiit lepoits, 
letuiiis, etc., to the Hiipeiiotendeni, it Nlioohl he iiiulefstood that if 
the postmaster is a fiist-sdass postma^tem lie shmih! thsil them 

ill the same way as a Btipeniitenileut ot po^st olfii es, unless amthiiig 
to the contrary is staled in the content, 

Xom-^Wlien a town, snb or branch office is |>Lni:*cl liiidei the siipiu vision ot a 
head postmaster, he will' exercise all the iunttions ot a hiitjooiitendefit in respite t 
•of that office. 

101. Use of the term FImt-chss head ofttoe Wlieu\ei the teini 
tiist-clasb head office’’ is used, it intlndes lheNHleiit\ olla e^, e\<ept 
irheii leterence is made to pioeednie nhirh, undei the special oiders 
of the I)ue(*toi4ieneial, does not apply t<i Piesideim^^ offices or any 
|iaiticnlar Presidency office. 

Use of thetem Unpld arfeioles — IThcoe the term unpaid 

is Used in respect ot a postal aiticle, it mcdiideb nisufficientlTi>aid 
•except %theie both the terms aie tised m contra-distinc tioii to each 
other. 

103. Book of postaiarks.— (1) A hook in the pieserihed form must he 
kept in eueiy post office and in eveiy reciud office in whii h iMpiessioiiR of 
all the stamps unci seals holding date ot othei iiioviilile frpe should 
he taken daily before the;v aie bimiglil into use. In post oHiies \diere 
special delivery stamps aie supplied, the delnen «leik ffioiild examine 
the Ixiok before each delivexy 1o see that the re(|uired < lutiige Iwi tieeii 
Muiecil\ made, and in all offices and sedioiih -vihere stamps holding 
dat^ oi othei movable t\pe aie used, the i leiks m soriets in chiiiga of 
the seveial (lepaitmeiits or sets conceined sluiuld examine the hook to 
see that the tj^pe in coriectly unci punctually changed and are respcmsible 
that they are kept clean/ Tn everv case, the official responsible foi 
the examination should initial tin im|ucs^if im m inkiii of tuning furriecl 
out the check. 

i2i The postmaster or reemid elcuk is lecfuised to see that this rule 
is cuiriecl out and that the impiessioub aie distinct uiid clear, and lie 
felimild initial the book eveiy day aftei all the iiupieHsioim for the rhiy 
lune been taken. 

104 Lettei^boX».— (1) Letter boxes aie filar ed in 1 .M S. vuiis, 
public thoroiighfaies and othei ceniral positions, innl aie iiiteiidecl for the 
leseptioii oi unregisteied aiticles ot the lettei mail. 

(2) TiCtterffioxes are of two kinds, fixed and portable Pilliir and 
other fixed letter*boxe» at© cleared at intervals, and if fuitside the 
port office, their contents are konght in bv lettembox peons or othei 
ftbordinateB; or, in the case of letter-boxes located at railway stations, 
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licli are cleared by mail peons, tbe contents are either brought to* 

3 post office or handed by the mail peons to the R. M. S. officials, 
rtable letter-boxes are brought by the letter-box peons to the post 
ice to be opened and cleared, empty letter-boxes being left in their 
aces. All portable, wall, and pillar letter-boxes are provided with 
ovable hour or, date plates. 

(3) The hours at which, and, in the case of letter-boxes placed in 
ral localities, the days on which, the letter-boxes are cleared, should 
5 marked on them; and they should be kept locked or sealed. In 
dng the hours of clearance for outside letter-boxes which are cleared 
r daily despatches or local deliveries, the time actually occupied by 
letter-box peon in going his rounds must be ascertained as the first 
ap, and for this purpose a clerk, town inspector or the postmaster 
mself should walk round the beat with the letter-box peon and note the 
met time required for visiting each letter-box. The hours of clearance 
m then be accurately fixed with due regard to hours of despatch 
’ to local delivery, as may be necessary in each case. 

(4) Letter-boxes at railway stations or attached to R. M. S. vans,, 
id other letter-boxes in which, for any special reason, it is not desirable 
lat any articles other than letters should be posted, are marked 
For letters only 

Kote. — ^L arge official or other letters which, owing to their size, cannot he posted 
L the letter-box, may be received by hand at the window of the van. or oflice. 

105. Certllioates of posting.— (l) Certificates ' of posting should\ bO" 
ranted to the public under the conditions, and in the manner, laid down 
1 the Post and Telegraph Guide. If a certificate of posting prepared 
a a piece of plain paper is presented, it should be accepted and pasted- 
a to one of the prescribed forms, before it is returned' to the sender. 

(2) Certificates of posting should, if required, be granted for postal 
nd telegraph service articles without any fee being charged. 

10€. Officials not to affix postage stamj^ to as?ticles. — Officials of the 
)epartment arp strictly prohibited from affixing postage stamps to 
Btters, packets, or parcel mail articles brought to an office for despatch ; 
his must always be done by the sender of the article or his messenger. 
Tiis prohibition is specially applicable to articles tendered for registra- 
ion, and the postmaster, head sorter or mail agent, as the case may 
>0, will be held responsible if he allows any of his subordinates to^^ 
’eceive cash hi payment of postage or' registration or insurance fees. 

S'tamping.— (1) The following instructions for stamping musk 
:)e carefully observed: — 

(a) Postage stamps borne by articles of all classes posted should 
be defaced by separately impressing the combined date- 
stamp or, where this ^ stamp is hot available, the date- 
stamp over each ■ postage stamps found: 
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uaoUiterated on stat-ioii articles received for delivery c)r 
■ ■ on articleSj passing in sorting slumld l>e defaced in tlie 
same manner. 

Note,— S tamps other tlian^ those of British India, which cannot, ander the rulw, 
fee recognised in payment o! postage, shonld not he defaced. 

(6.) Unregistered articles of '.the letter mail posted hearing no 
postage stamps should be impressed on the back with the 
date-stamp. 

(o) Unpaid and insnfficimtiy paid unregutered artdcles posted or 
received in sorting. withoiil having been taxed wdtli postage 
slioiild also be impressed on the face wd,th the postage due 
stamp. ■ ' 

(d) Late letters posted m'.E.- M, .S. letter-boxes on which a late- 
■ fee should have but has not, been prepaid, should also be 
impressed on the back with the Detained : late-fee not 
paid stamp. 

(a) SistioH articles received should be impressed on the back with 
tlie delivery stamp in post ' offices to which this stamp 
is supplied and with the date-stamp in other post offices. 

Note 1. — Articles for delivew by a village postman, if not made over to him 
immediately after receipt, and ail deposit- artielaa should again be stamped with tht" 
delivery or date-stamp when issued for delivery. 

Note 2.— In Head Offices, station articles of the letter mail on which postage ii 
dm should be impressed on the back with the jjostmaster^s unpaid ifcamp only. 

Non S. — In the B, M. S., articles delivered direct to the addressees without the 
intervention of a post office should be impressed on the back with tlw (iaiMtainp, 

(/) Missent and misdirected articles^ whether statiem or scmtiiig, 
should be iuipressed on the back with the date-stamp wheu 
received, ana again when forwarded to destination, even 
though the same date be impressed on both occasions. In 
the ll. M, S., such articles should be impressed on the' 
back with the date-stamp, 'mly at the time the irregularity 
is detected. 

IxcEimoN.— This rule does not apply to articles contained In mistent and uis* 
labelled bundles. 

NoTf,--A8 regards the stamping of postcards and acknowledgmtnte for po«ttf 
articles and money orders, see clause (^j, 

(g) Omrearried artidm should be impresied on the back with 
the date-stamp by the sat overcarrjing them, and Return 
train artkles should be similarly impressed on the back 
both by the set which closes and bv the set which receivti 
the return-tram bag. But lee clause (k), 

(?t) Artidm redifmlBdf 'ami ■ mndelmerabU urtidm Tetarneif 

to offices of posting m »itt to the D* L« 0* by poit offices 
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slioiild be impressed or tbe back witb the date-stamp 
when received, with the deposit stamp when placed m 
deposit, and again with the date-stamp when forwarded. 

Nom— In the R. M. S., undecipherable articles shonld be impressed on tbe back 
wwiili the date-stamp by the of&ce or section which receives them. 

(t) Unpaid iini insiifficiently 'paid U’tt'i'egistered articles of tJie letter 

mail intended for despatch from head and sub-offices to 
subordinate offices should be impressed on the back with 
the date-stamp wffien issued from deposit and those that 
are retxirned by subordinate offices and again placed in 
deposit, shouldf be impressed with the deposit stamp. 
Other articles for despatch to branch offices received as 
station articles in the account office should be similarly 
treated. 

,(j) Articles for despatch by sea by non-contract vessels should ^be 
impressed by the post office at the seaport of embarkation 
with the date-stamp of the date on which they are 
despatched on board ; and articles received by sea by non- 
contract vessels should be impressed by the post office at 
the seaport of receipt with the /late-stamp of the date on 
which they are received. ■ 

.(/c) Postcards should always be impressed on the portion of the 
address-side, reserved for the address of the recipient and 
achumledgrnents for registered articles of the letter or 
parcel mail, or for telegraphic money orders, on the face, 
i.e,, the address-side, — whether they are impressed with 
the date, delivery, or deposit stamp. Any stamps required 
to be impressed on acknowledgments for ordinary money 
orders,', other than those for .which space is specifically 
provided on the face of the acknowledgment, ■ should be 
iia pressed on tbe back. Reply postcards should not be 
stain]>e<l on the reply portion when the two halves are 
posted together. 

(?) Registration No. slips, parcel No, slips and v.-p. No. slips 
should be impressed with the No. slip name-stamp by 
the office of despatch, 

(m) Labels attached to hags should be impressed by the des- 

patching office or section with the date-stamp (i) on the 
back inhhe case of tagrlabels and the face in the 

ease of other labels, 

(n) Boctrments (including E. M* S. work-papers received and 

despatched should he imprest with stamps hj the offices, 
department m sets f ha fonnB themselves will 
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indicate wliere a stamp is io be impresseci by t!ie despaudi- 
iugj and wliere by the i-eceiving, officCj di‘pai*iiia*iit ui 

{ 0 } 'ChechslijM should be" impressed ' wi I ]i the mime ami date- 
stamps ot the office or seetioa ]>y which they ore pTeparerl. 

(pi SldNif}; ufuml to acfjuitkuwc rolls, hlU or rchripb cd siiiy 
kind in payment of stamp duty should be ileiaeed hy the 
clute-staiup in such a way that the impression wii! he partly 
over tlie siamp and- partly over the Joteiinieiil to ■which 
, it is affixed. 

:(q) Praleciinp md sendee envelopes closed siiould la* iiiipreshei! 
5 >11 tiie bacdv with the date-stamp. 

■ (2) Elai’k ink must alwa\s be used fur stamping arthdes, domiiuciits, 
etc., except In eases where another colour is specified,., 

(3) Instructions for the stamping of other documents, money orders, 
etc., will be found in their proper places in. the relative rules. 

(4) 'When arihdes are stamped on a. table, a stmic* slab hIiouIcI be 
placed beneath the stiiniping pad in ordei to deaden the wuhoL Ink 
pads shoiild be kept covered itp when not in use. 

N0T8. — Til mib-ollice, the date-stnmr should In* tised in place of tk* depwit utiliifi. 

108. Importance of propr stamplng,^41ie stamping of articlefi pass- 
ing Ihrciiigli the post is important, and mfuires the constaTit and vigihiiit 
attention of the sorting ederk or the head sorter, as the case inuy be. 
The eflWdmil defacemetii of poslagt* stumps is of .special fiiiportaiiee, 
and to seciur* this ii k necessary that eoeJi ifidiriilnal poslope stamp 
siifo/hl i)r (]( pieui hu novnos of a sepom*e iinpresnion, Imlistinet pf»t- 
marks hiinhn* Ihe prosecution of eiu|uiries in cases of delay in the 
delivery ol' articles; ai.d imperfect {lefacenicnt affords ofpifiriuiiiiies 
for. .fraud. Stamping ink of proper consisteucj musi used to eiisiire 
clear stamp-inipressioiis, 

109. English tPanscrlpto of addresses on. leriiaculaf arllcles*— (1) 
On all ordimuT inland unregistered articles of the letter wail posted, that 
are to he sent to intermediate sorting offices or sections for disposal, the 
sorlii^g (derk or assistant sorter, as the ease may l)e, should write the 
name of the post-town ol destination in English and at the same time 
iiderline with red ink the vernacular name that has been transcrilwd. 
The destination slnnild be legibly written in mi ink on the face of each 
such artiide parallel to and not across the addrew. If the official knows 
or has reason to believe that there are one or more other post-towns 
of the same name, he should, if the name of the District or Provinco 
hfw been written in verrmeulaTj traasoribe ttiis name also in Inglish 
in addition to the name of the poirt4w«.. The »me of tl#' pfst4owi 
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of destiaatioa should not be transcribed on articles to be enclosed in 
direct station mail bags or station bundles. 

Exception, —For the purpose of this rule, a blue pencil should he used in ft 
E. M. S, section, 

(2) When the address on an inland legistered article of the letter 
mail or on a parcel is v/iitten in vernacular, the clerk or sorter concern- 
ed should transcribe the name and address of the addressee in English 
below the vernacular entries, unless he knows for certain that the 
vernacular in which the article is addressed can be read and understood 
at the office of delivery, in which case only the name of the office of 
destination need be so transcribed in red ink. In the case of v.-p. 
articles, all the prescribed entries which may have been made in verna- 
cular should be similaiiv transcribed, 

(3) In the ease of every article, whether of the letter or of the 
parcel mail, vliich may be posted for transmission by the foreign post 
addressed in vernacular, the full address must be transcribed on it in 
English by the clerk or sorter concerned. 

110. Foreign or Indian State postage stamp on articles for desptoh 
or delivery. — (1) Imperial postage stamps overprinted with the name of 
an Indian State should be recognised in payment of postage on articles 
posted in the post offices and letter-boxes of that State and intended 
for delivery by an Imperial post office Postage stamps of Indian 
States other than the overprinted stamps mentioned above should not 
be recognised in payment of postage on such articles. 

Note. — ^Tlie Quarterly List contains a list of Indian States and Foreign Settle- 
ments in India, in winch is given the Indian States with which postal conventions 
have been concluded and a description of tbe overprinted postage stamps, postcards, 
and envelopes used by them. An alphabetical list of post offices in Indian States 
and Foreign Settlements is also contained in the Post and Teleqraph Gukle, 

f2) Postage stamps of foreign countries and Indian States, iiicliitling 
the overpiiiited stamps releired to in the preceding paragraph, should 
mi be I’ecognised in j avmeni of postasie or other postal charges on 
aiticles posted in Tmpeiial post offices, mail offices, sections or letter- 
boxes. If an article sc ^posted bears only such stamps, it should be 
treated as wliollv unpaid, tbe stamps being ignored. The stamps, 
however, should not be defaced, but a remark, drawing attention to 
the fact that they are those of a foreign ccmnlry or Indian State, should 
be written on the face of the article by the office or section of posting. 
Indian Stale postage stamps in addition to those of the Indian Post 
Office are sometimes affixed to articles intended for delivery in an 
Indian State. The Indian State postage stamps should not be obliterated 
but the other stamps should be defaced in the usual manner. 

IxoiFTiow 1.— The reply-halves of ^double postcards originally posted in a foreign 
country or Inclian State should be given free transit to aestiuation when re-poated 
In m Imperial office, section or lelter-box. 
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^ Exception 2.-~Offieial correspondeBcv on the service oi His Exalted HigliiieBS tlie 
ifizam addressed to officials of His Exalted Highn^s' Hoverniiaont or to any oilier 
official or person wlietlicr posted m a Mogalai post office or in an Imperial post 
office in Hyderabad territory, and intended for <ieliveiy by an Imperial post olice, 
whether situated^ in tlip IHcleialad State or m Biitisli India, will be prepaid with 
postage and regisii ation fee by means oi liyderabafl State Service stamps and 
should b© delivered tree ot all enaige. Unpaid corresiiondence on the service of the 
Nizaiii’s Government should be cliarged ^ith postage m the same way as ordinary 
unpaid articles. 

ExcEmoN 3.— Articles supeiscnbed ^‘On Postal Beivico and franked by the 
signature and official designation of an officer ot the Imperial Post, or a responsible 
postal officer ot the Gwalioi, Patiala, Xahha, Jhind or Obamba State should be 
exchanged tree of all charges as regards postage. 

141 Uapaiil iwtoaMs, open aid luseeiiKly etead uiipiii latte 
and mpld and iESiffideEtly paid telgn pMkets,*— (1) Any tinpaid 
inland postcaid of pihttfe manufacture or any open or iimecurely closed 
unpaid inland letter whiVh may bo found in a lettordiox or recoivod from 
any other office or seidion, either in suiting or tor delivery, should not 
be allow^ed to pass on but should he forwarded to the D. L. 0. If either 
portion of a reply posicaid is not fully piepaid, that portion should ba 
detached and forwarded to the B. L. 0 . Unpaid and insiiflicieiitlY paid 
correspondence addre&^e<l to foreii^n countries, except letters and post- 
cards, should be Himilariy sent to the I). L. 0 . These unpaid articles 
should be made up into a separate bundle which ^shotild be labelled 

Unpaid postcards, open letters and insufficiently paid foreign packets 
and placed with other articles in the envelofie addressed to the D. t). 
The unpaid postage lepresented by these ariicies should not be included 
in the «aiiH)iint of posia^e diie nofed on tlu envelope for the D. L. 0,, 
nor should if be included in iho accounts at anv stage. 

NoTE.*--Tn post officcfi, such ariiilcs si mild bn made o?er to the dqwsii de- 
nartraent where tliev slioiikl be Imndh I and laltelled in the mamier dcwriwcl above 
for incliision m tho iic\1 dail> d^ 0> the 1> U. 0. 

i?i <ih1i ailiidc^ brsoine '^poilt oi dcfafcd postapfe stamps or beariiipf 
pimimislv used stamps tioiu whiidi tm attempt has been maclc io 

lemove the walks of ob^ffioraiion, or liearing service stamps from which 
no attempt has been Liide to leraove the letters denoting service face 
Posis ami Telet^raphs Manual, Value 77), as well as those posted in 
Imperial post offices or odler-hoxes and l>ea]ing postage stamps of foreip'B 
coiiiitiies or Indian Ktates, but not prepaid wdth Imperial postage stamps, 
should be disposed of in the vsaine way as unpaid articles under the pre- 
ceding paragraph. 

ExcRpnoN.— This rule does not apply to service unpaid pMteards or te open 
and insecitrely closed service unpaid letters, 

112. PiBttes irf pfimte One^ of the condMons 

kid down in the Post md Telegraph Oixiie undor which single and roply 
cards of private manufacture may be transmitted by the iiltnd post 
as postcards is that, as regards substance, they are neither tMnntf 
nor mMe flerihh than the inland postcards issued % the post office* 
This condition does not pteclude the nm as postcards of primi# eards 
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wliioli are either tlmler or less flexible tlian tlie departmental inland 
postcar db. So long as a card ot piivate manufacture is of tlie consist- 
ence of a card, and not lueiely a piece of oidinaij paper cut to tie 
sme of a posicaid, it should he allowed to pass uiicliallenged. 

(2j Eo objection should be raised to postcards from the address-side 
of which madmisbihle woids, foinierly printed, have been eiased, pro- 
vided that the words have heen so erased as to leinove them altogetk^r, 
and not merely struck out by diaviug a line thxoiigh them. 

113. Unpaid articles addressed by the public to officials ol the Deprt- 
ment. — (1) Unpaid aiticles addiessed to officials of the Indian Pods 
and Telegraphs Department, as such, should he taxed with postage in 
the usual vay, but tlie postage should he cancelled under the initials 
of the postmaster or head sorter, as the case may he, and the article 
forwarded to destination as fully piepaid. In post offi(‘es, articles for 
deliveiy at siiboidinate offices should be sinuhiily tieated. 

(2) Should the office or section of posting have omitted to cancel 
the postage due on any such article, it should be cancelled in the office 
oi delivery under the postmaster’s signature, and a note made in the 
error book. 

114. l3?ticles fmmd open, danmged, cr without contents.— ^(1) If an 
uiiiegibteied article of the letter mail taken fiom a letter-box or received 
in sorting, is obseived to be open, torn or otherwise damaged, or 
uilhout contents, a remark, in accordance with the directions given 
below, should be wiitten on the article by the sorting clerk or assistaiifc 
sorter and initiated by the postmaster oi head sorter, as the case may 
be;— 


“ Received open ”, when found in an open state. 

Received torn ” or Received damaged ”, when received torn 
or oliiei’wise damaged, soiled, stained, etc. 
it ipjTithout contents ”, when the article is manifestly merely an 
empty cover. 

If there are any suspicious circumstances attending the case, the post- 
master or head sorter should make enquiries and endeavour to discovei 
the offender. 

(2) Open and damaged articles should be closed or repaired by the 
roriiig clerk or assistant sorter, so as to protect their content^ or, 
if necessary, the articles should be forwarded enclosed in envelopes 
addressed to the offices of destination; but a damaged article addressed 
to a foreign country must never be placed in an envelope. 

(3) If any aiiicle of the kind mentioned in paragraph (1) is noticed 

in tlie office of delivery, in course of distribution of articles to postmen* 
it should be dosed m repaired before it is issued for delwry and, if 
necessafy, tnclesil ii an enwiope by tihe Mivery should 
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note on it tlie condition in wlueli it was received and obtain tie post- 
inabter’s initials to tie remark. 

(4) If a damaged aiticle is received enclobed in an envelope to tie 
postmaster’s addiess, tie envelope siould ie opened and its enclosure 
deal witi in the manner described above. 

(5) If a wiapper or cover is received tor delheiy withoni its contents^ 
a label in tie piesciibed loiin should be affixed to it before it is issneil 
foi deliveiy. Should lie wiapper o? cover be received back from the 
addiessee with intormation as to the nature of the missing contentSj 
an enquiry regaidiiig the latter should be luade without delay from 
the Home B. L, 0., and in the case of ioreign artkdes, also from 
tlie Madras, Calcutta or Bombay D. 0., as the case may require, 
with refeience to the country or place tiom which the article was 
received. If the office of de]i\eiv is at the same station as the Home 
D. L. CK, the enquiry bhould be made by sending a clerk round to the 
latter office or by telephonic communication, if this is possible, and not 
bv letter. Sub-offices other than those served direct by the D. L* 0., 
should forward to the head office, for enquiry from the appropriate D* L. 
i)., all empty wrappers and covers immediately they are received back 
fiom the addressees with information as to the missing contents. 

(C) Any registered article of the letter mail or parcel mail article 
found damaged, torn of bearing signs ot having been tampered with, 
should be made ovei at once to fhe postmaster or head sorter, as the 
case may he, who should be guided in dealing with the case b? the 
rules relating to Investigations. 

E\cltoon.— T bia iiile doe** not appH to unpaid open letteis. 

115. Treatment of articles the registration or insurance of which !s 
co!!ipulsory.».~(l) If an aitiole, the legistration of which is (‘ompulsory 
but whkli has not been registeied, is found in the course of sorting in a 
post office, secdioii or mail ox received for delivery in a post office, 
the (‘leik or boiff^r deterting tlie iiiegulaiity should, after noting it in Ms 
eiioi book 01 note-book, as the may require, show the article to the 
postmaster or head sortei ami then make it over to the official in charge 
of the repibtratiou or paicel department. In post offices and in mail 
offices authorised io pertoim legist? atioii wmk, the article should he 
registered and, if the fee for registration has not betn prepaid, a fee 
equal to double the usual registration fee should be charged on it. Tie 
uiiiount of this fee any postage due on the article ihouli be marled 
tm its face below the legistration No. slip and a note should be added 
under the signature of the postmaster, head sorter or mail agent, m 
the ease may be, explaining the reason for the charge. The usiil 
receipt for the sender should Ita given fo ti^ clerk or sorter detecting 
the irregularity. In post the rf»l|t Amli be pasted in iie 

error bool against the entry wlik m mail owtSi it sltmld 



4 ' 


CJliap. 2] 


48 

MISCELLANEOUS EULES. 


im 


be attacked to the head sorter’s or mail agent’s, daily report. In a 
section or in a mail office not authorised to perform registration wo.rk,. 
the .article should be forwarded in a protecting coyer, or hag, as the 
case may require, addressed to' the postmaster of the office of destination 
after having a note recorded on it, under the initials of the head sorter,, 
mail agent or mail guard, explaining why it is so sent. The protecting*, 
cover or bag should, except in transit sections and transit mail offices, 
be treated as an article registered on' service. A No. preceded by the' 
letters R. M. S. ” should be given to it and marked in large bold 
figures on the face^ in the upper left-hand corner. The article ' should 
then be entered on the receipt side of the Registered Abstract opposite* 
to an entry TJiiregistered article registered ” and despatched to desti- 
nation in the usual course, the name of the section or office being entered 
in the registered list as that of the office of posting. 

Note 1. — Orders for the payment of money issued by the Military Pay Depai’t-- 
ment, whether in the form of a cheque or in any other form, are exempted entirely 
from the operation of the rule regarding compulsory registration. 

Note 2. — ^When an article, the registration of which is compulsory,^ is found in 
letterhox at a time when it w'ould not be accepted for registration if tendered at 
the %?indow of the post office or mail office concerned, it should be kept in deposit 
till the office is next open for registration when it^ sbould^ be made over to ■. the 
registration clerk or sorter, as the case may be, for disposal in accordance with the 
procedure described above. 

Note 3. — When an article of the foreign letter mail marked ^^Begistered is 
found in a letter-box, it should, if fully prepaid (including the registration fee)^ 
a.nd addresse.d to a country to which ^ registration is available, be dealt with in- 
accordance with the procedure described 'in this rule; otherwise it should J)e 
treated «as an ordinary article,' the word Eegistered marked on it being; 
completely scored out, 

(2) If an uuiiisured article passing '■ through the, po.st is found to'* 
contain coin, hullion, precious stones, jewels or other .articles of value, 
the , insurance of which is compulsory, 'the' following' procedure should, 
be followed: — 

(a) If found in the office of posting, the article should he endorsed 
Contains (com, etc.) ” and sent in a protecting cover or 
bag [i] to the I). L. 0. for return to the sender in the 
case of a post office or (ii) to the post office of destination 
in the case of a mail office. If the article is not a registered 
article, the protecting cover or hag should, before despatch, 
be registered on service or treated as a service registered 
article, as the case may require, in accordance with the 
procedure described in the preceding paragraph. 

Note.— -I n sub-offices, such articles lor the B. -should be sent to the head 
office. 

(h) If found in an iniemediate office or seption, the article should 
he forwarded hy it in a prot^ting cover or hag addressed 
to the postmaster of the office of destination afteh havijdg 
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a note , recorded on it explaining wty it is so sent. II 
tlie article is not* a registered one, tke protecting cover 
or bag should be treated in the manner laid down in the 
preceding^ danse. 

(c) If found in the post office of delivery or received hy it from 
another office or section, the article should be charged 
with a fee of one rupee, and the amount of this fee fl%S' 
any postage due on it should be marked in red ink on 
its face where a note should be added under the post- 
master's signature explaining the reason for the additional 
charge of one rupee. The article should then be delivered 
to the addressee with an intimation that no compensa- 
tion ivould have been paid by the post office had the article 
been lost, damaged or ta.mpered with in transit. If the 
article is refused by the addressee or if the addressee 
cannot be found, the fee should be recovered from the 
sender. 

(d!) The fee when recovered should be converted into postage 
stamps which should be affixed to the error book against 
the entry relating to the irregularity and then defaced 
with the date-stamp of the post office concerned. 

Note. — If a foreign parc-el, tlie insurance of which is compulsory, is found in the 
office of exchange to he uninsured, that office should forward it as an insured 
parcel. In such cases, , the amount of the insurance fee should be recovered from 
the official in fault in the office of posting in the manner prescribed in rule 99 (3). 

, 116, Moles marked ‘^By .prcel post (1) If an inland article 

marked Bx parcel post is found in a letter or packet hox, the official 
detecting the irregularity should make a note of it in his error hook or 
note-book, as the case may require. The following action should then 
be taken : — ■ 

(a) In post offices, the article should be transferred to the parcel 
clerk and treated and charged with postage as a registered 
parcel, any stamp affixed to the cover being recognised 
in assessing the postage due on delivery. The amount of 
postage due and the remark Found in letter box 
should be -written in ink on the face of the parcel under 
the initials of the postmaster and the receipt for the sender 
should be handed to tlie sorting clerk and pasted by the 
latter in his error book against the entry of the irregularity. 

(h) In the F. M. S., the article should be marked Found in 
letior-box ” over the initials of the assistant sorter con- 
ceited and, after being shown to the head sorter, transfer- 
red to the parcel sorter, if any. The latter or, if there 
is no parcel sorter, the’ assistant sorter himself, 4iiouId then 
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dt once forwaid tlie aiticle to the postmaster of the nearest 
head or sub-office with \\hich the mail office or section 
is in communication in a protecting bag siipersciibed 
Paieel found in letter-box ’h In transit sections and 
tian&it mail offices, the mail guard or mail agent, as the 
case may be, should maik and forward the aiticle himself 
in the maimer desciihed above, the protecting bag being 
entered in the mail list and despatched as an unusual mail. 

(2) If an inland aiticle maiked By paicel post is found among 
those of the letter mail received from another office or section, the 
detecting official should, after noting the irregulaiity in liis error book 
or note-book, transfer the article to the clerk or sorter concerned. The 
latter should acknowledge receipt of the article in the error book or 
note-book and dispose of it as an unregistered ])arceL In mail offices 
and sections which do not perform paicel smting woik, the assistant 
sorter delecting tlie iiregulaiitv should forward the article to the post- 
master of the office of destination in the same wav as an article of the 
letter mail enclosed in a protect ing bag siipei scribed Unregistered 
paicel received wdth sorting letteis Slunild the article, however, bear 
the word llegistered or any other word, phiase, or mark to the like 
effect, it shoidd be sent to tbe postmastei of the reare^t head or sub- 
office in a protecting bag supei scribed Par(‘el nun Led registered received 
with soiting leticis 'h whethei the office or section detecting the irregu- 
lartiy does or does not do parcel sorting woik, 

(3) If an outwuid foreign aiticle mailed Bg paicel post ’’ is found 
in a letter or packet box or received wdth aiticle> of tlie letter mail 
from another office ot section, the detecting official should, after noting 
the iiTegulaiity in the manner described above, tiansfer the article to 
the parcel clepartment where it should be dealt wuth as follows:-— 

(a) In post offices, the -oioiediue Liid doAsn in the Post and Tele- 
graphs MnvmT Volume TV. should he followed. 

(?j) In the P. M. S., the article should in eveiT case be forward- 
ed to the postmaster of the nearest head or sub-office with 
which the detecting mail office oi section is in coininunica- 
tion, in a protecting bag ^superscribed Foreign article 
marked ^ Bv parcel post for disposal in accordance with 
clause (a) above. 

117. Letters addressed to more than one prson.— Tietters addressed 
to more than one person should be forwarded to destination. They 
may be delivered to any one of the persons whose names thev bear, 
but should ordinarily be offered to them in the order in which the names 
appear on the cover. In the ease of a registered letter, the receipt 
should be drawn out in the names of all the addresses. 
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118. Moies iateniied foi* iiltoate mtum to seRiaE— Irtieks acWri^^scil 
in suck a way as to effect tkeir return to tke gentler alter Jiaving been 
delivered to a number of addressees or redirected to fictitious ailriressegy 
slioiild not be forw aided, but sliould be disposed of in flie same way as 
aiticles wkick are otherwise ineligible for IransnUdsioii by post. 

119. Articles addressed Camp — (1) Urnogjsifnnl aiul iniinHiiiecl 
registered articles ot the letter mail intended for the kigb Cbnermnent 
o&cers named in ike Post arid Telegraph Guide as entitled to sfiecial 
bags while on tour or for tke party accompanying thein, wlicn addressed 
to Camp ’b should be disposed of according to tke iiistructioris given 
in Exception 1 to rule 66. 

(2) Parcels, v.-p. articles, insured articles, and nioiiev oidws will 
ordinarily be addressed to a port-town. Should, koivever, suck an 
article addressed to Camp ” be presented at a post office, it skmilcl 
not be refused on the ground that no post-town has been named in 
tke address, but should be disposed of according to tke inrtructioBS 
referred to above. 

1®. Cormspondenjt^ of certain offices when m tocE— When any of 
Ike undermentioned officers, mz* 

Chief Engineer, Telegraphs, 

Postmasters-General, 

Deputy Directors-General, 

Directors, Telegraph Engineering, 

Deputy Direetor-Oeneuil, Tclegrapii Traffic, 

Deputy Chiei Engineers, 

Controller of Telegraph Tiaffic, 

Assistant Directors-General, 

Deputy Postmasters-General, It. M, H,, 

Deputy Postmasters-General, 

Divisional Engineers, Telegraphs, 

Superintendents of Post Offices, 

Superintend ents, E. M. S., 

Superintendents, Telegraph Traffic, 

Accountant-General, Posts and Telegraphs, 

Deputy locountaiite-GMaril, Poet# and Ttlegraphs, 

Assirt^ai Accountanta-Gener^* 

looomii 
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is on coriesponcleiice and office files for and from him will he 
seiit~~by Ms office at headquarters or by himself in camp, as the case 
may be— in sealed bags which will, in every instance, be addressed to 
a specified post-towm of destination or mail office. These bags should 
be sent loose (i e., without being enclosed in any mail or transit bag) 
and treated as unusual mails. 

121 Paciil of articles.— With a view to facilitate the handling of 
uniegisteied articles of the lettei mail, they should he faced before 
they aie stamped, sorted, distributed to the postmen for delivery, or 
made up into labelled bundles for despatch. When labelled bundles 
are untied, care should be taken not to disturb the facing done by 
the office or section which made up the bundles. 

122. if tides prohibited from transmission by inland post.— (1) When 
there is good reason to suppose that an article passing through the 
post contains any goods the transmission of which through the inland! 
post is prohibited by the rules in the Post and Telegraph Guide, it should 
be dealt with as follows : — 

{a) Tf the article is suspected to contain any explosive, dangerous^ 
noxious, deleterious or filthy substance, any sharp instru- 
ment not properly protected, or anything likely to injure 
the mails or any officer ot the post office, it should, if 
detected in a section, be enclosed in a piotecting cover 
or bag and made over ^ outside ’ to the first mail office 
wlieie the train halts. The article should be entered in 
a separate registered or parcel list or in the mail list 
accorcliiig as it belongs to the legistered letter mail, the 
parcel mall or the unregistered letter mail, — the entry 
being followed by an explanatory note over the initials 
of the head sorter or mail guard drawing attention to the 
nature of the contents; and a receipt for the article should 
be obtained in the registered abstract, parcel abstract 
or the duplicate mail list, as the case may require, from the 
official to whom it is made over. The nature of the 
contents of the aiticle should at the same time be explained 
to that official. 

If detected in a mail office or received by it Irom a section, the 
article should be made over at once to the mail carrier 
under the procedure described above for conveyance to the 
nearest post office, except when it is suspected to contain 
explosives or when, owing to the nature of the article or 
the distance from the post office, it^may not he practicable 
or convenient to transfer the lartiole to that^ office. In 
the latter case, the igrtidt ^ detained in tiie mail 
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office and the matter reported at once to the Postmaster- 
Greneral of the Circle in wliioli the mail office is sihuited 
throngh the Deputy Po&tinabtei -General tor orders regard- 
ing its final disposal. 

If detected in a post office or transferred to it Iry a ac-ftiou or 
mail office, the article should be detained and an imim'iliate 
report submitted to the Postmaster -General, 

Note.— -A leaky article would come under the operation of this clau'ie. 


{b) If the article is suspected to contain anj other prohilntcd 
goods, it should be forwarded in a protecting cover or bag, 
as the case may require, marked “ Douhttul ” addressed 
to the postmaster of the office of destination, with a note 
over the initials of the postmaster, head sorter, mail guard 
or mail agent, as the case may be, explaining the reasons 
for suspecting the article. 

(2) If an article received for delivery is {a) suspected to contain 

anything the transmission of which by the inland post is prohibited, or 
(6) enclosed in a cover or bag marked “ Doubtful ”, tlie postmaster 
should send a notice in writing to the addressee inviting him to attend 
either in person or by agent within 48 hours at the post office. He should 
under the authority given in section 24 of the Post Office Acl, open 
and examine the article in the presence of the addressee or his agent, 
01 in his absence, if he fails to attend within tlie time specified, report- 
ing the matter to the Head of the Circle. (Sec Exception below para- 
graph (2) of rule 123.) . 

(3) If an aiticle in course of transmission by post is actually found 
iu a mail office or section to contain any goods the transmission of 
which through the inland post is prohibited, eithei generally or to 
and from any particular localities, tbe proi'edure presciihed in paragraph 
(1) should he followed except that in the <‘ases refonod to in clause (b) 
of that paragraph, the article should not be marked “ Douhtfnl ” but a 
remark explaining the nature of the contents should }» written upon it. 
If an inland registered article is found in a mail nlSee after laving 
been accepted for despatch to contain gold coin or gold bullion or 
both exceeding the prescribed limit of Es. 700, it should he endorsed 
“ contains gold exceeding prescribed limit ” under the initials of the 
head sorter or mail agent and sent for disposal to the nearest post 
office enclosed in a protecting cover. 

(4) In po«t offioM, the followiag action should be taken in respect 
of articles (whether detected by them or transferred to them by sections 
or «#!is) which, on being opened or otherwise, are aetm% found 
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to. contain proiiiDited goods of tlie kinds mentioned in the preceding 
liaragraph:—. ■ . 

(a) 111 the case of an article containing gold coin or gokl hnllion 
or both of a Yaine exceeding the prescribed limit of 
Es. 700, it should be endorsed “ contains gold exceeding 
prescribed limit ” and sent (i) to the D. L. 0. for return 
to the sender if it is an uninsured article, or (ii) direct 
to the office of posting for return to the sender if it is 
an insured article, enclosed in a protecting cover or bag, 
as the case may require. If the article is not a registered 
one, the protecting cover or bag should be registered on 
service before despatch. 

(5) In the ease of an article containing a circular relating to 
a lottery, it should be endorsed with a remark to this 
efect and forwarded to the D. L. 0. for return to the 
sender, enclosed in a pintecting cover or bag as the case 
may require. 

(c) In the case of an article containing anything indecent or 
obscene or bearing on the outside whether on the article 
itself, in the case of a newspaper, or on the cover — 
words, marks or designs of an indecent or obscene character 
or of a character falling under the other heads of the 
category given in the Post and Telegraph Guidcy it should 
be forwarded to the D. L. 0. with a remark drawing 
attention to the irregularity. This power should not be 
exercised in respect of; adveftisevients without the express 
order of tlie Head of the Circle, and no advertisement 
sliould be intercepted on the ground that it is indecent 
or obscene without first making a report to him and 
obtaining his orders. In the report, a full description of 
i]\e advertisement should be given, an exact copy of the 
passages vSiipposed to be indecent or obscene being sent 
with it. 


(d) In the case of an article containing (i) opium, (ii) morphia, 
(Hi) cocaine or its allied dimgs, {ii}) preparations of opium, 
morphia, or cocaine or (v) any other intoxicating drug, the 
transmission of which is prohibited, the article should be 
made over with all its contents to the nearest Excise Officer 



for the adoption of such further proceedings as may be 
deemed proper. 

(c) In all other cases, the articles should be detained and the 
ease reported for the orders of the Head of the Circle. 

Non L— If ^ ail article mfriages anx'of the presmbed conditions as to tlio 
manner of posting, packing, si«, contents, etc,, the penalty is tbe pay- 
ment of a tiigher rate of postage ii skould ike enlanced rate of 

postage in accordance with the 'rate Tikirtapk GuUk' 
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i\OT£ 2. — Eor the purpose of this nikj any »ewspaper, or any huyk^ pal tern, or 
sample packet^ suspected to contain anything in contra rentioii oi the prtjVisioii^ ol 
the imd Idagrapk Guid^^ way bo opened or linfastened by ilie pohi-waskr iii 
order to verify the suspicion. ■ . . . ' k 

^ NIotb Jh— 111 sub-offices, the article referred w in clauses (oj to (ti el parugrupli 
(4) should be forwarded to the head office: with a. remark drawing uUeiitioii to tiie 
irreguiarity, 

123, Irtioles prohibiki impiJtaMua m liable to eistoias dutf— 
(1) When there is good reason to suppose that an article jmmnfi l/irow/zA 
the imt contains any goods {a) the import of irhiek into British lii/iia 
by post is proliibitedj or (6) w-hich are liable to diityj it slioiild Im ionvarih 
ed in a cover (or in the case' of a parcel. j in a bag) marked lioiiblfiil 
addressed to the postmaster of the office of destination, with a note 
explaiiiiiig the reasons for, suspecting the article. SjiiMda!. rare shniild 
be exercised in the examination of bulky ariieles of.' tlie iuw’iird foreign 
letter mail. . .i 

Excection articles eC the class reiVm*d to in {b} detwied ni the Boinkiy, 

Cahuitta, Madras^ Kangoou. Diumushkodi, Kegapataw or ICaracdii post oifiee, 
slioukl be made over to the nearest Collector oi Customs and assessed to cliify btirnr© 
it is delivered or transmitted onward by post,, as the case may be. 

Exceftiox 2.~--Jiiward articles of the foreign limit prepaid at ilio hditej rate 
which contain dutiable goods and are furnished on the addrej^s side with idtlic^r 
a green label marked “ Boiiane showing the nature,, weight af»i vaiwi oi tli« 
contents or a green label marked “ ifonaiie ‘‘ {iecmn|mnied by a se|mrAU» cuitoiiii 
declaration, will Ik* admitted and immled over tu the Customs for iii«s(*ssmi*fit before 
they are transrnittiKl to destination. 

B]xc«tion 3. — X registered letter containing coin, bullion, pmdoiis 
Jaweiiery, or articles of’ gold ami silver received from a foreign anaifc'ry I'llaiiiiy 
supi^rscrilwd To be Biibraitted to the Customs” will, before hf* livery or traMiiiis* 
sion onwani, as tbt tame may Irn 1 h made over ty ibe receiving iiulmn olliee of 
exchange to tin* nearest Collector of Custtmis lur of duty, (In return 

from the Customs aiitiioritics. the yinido wifi he treated as hisiired for its Ittland 
transit wirbin the limits of British .India and ohiirged with an iiiHiiraiiw fee, 
ealeulatui at ilio jidand rate^, on the value of the contents asses’icd fiy I lie Ciistoom 
autboritioH, proviiied that, if tlie value of the eontents exeecids the iiiaiimiiim 
limit of value for which inland letters may he insured, the nrfeitfle will be iHsured 
only for such ii'iaximtim. The amount payable on «co«tit of the insiiraiico fee will 
be noted on^ the aHsessment, memo., in the space provided for the purpose and, 
after eolletdion by the office of defivtry, should be eonvorlecl into jiOi»tiigc* &tairi|is 
which s!u)old !>c affixed to tlie assessment inenio., in the a’Pp^*d*tiate place, mid 
defaced by a separate impression of the date-stamp tin each postiigo stamp, If & 
letter is received from a foreign country without the Hiifierscriptinn l>i?i 

submitted to the (histoms ” fnit is found, on kBinp opened by the OiiftoinE antlwr- 
ities at the port of landing to contain coin, bullion, prociotis stones, joweltery, or 
articles of gold a,nd silver, it will, on return from the C/Ustiiins, Iw^dealt with for^tlw 
purpose of its transinission to ita destination in accordiince with the ii’istructioiii 
contained in the Fods md TelBgrapkn Mamml^ Volume VL 

(2) If an article reeled far delivery frt) is suspectec! to cimtain 
anytliing the. importation of which is prohibited or which is liable to 
duty, or (5) is enclosed in a cover or bag marked " Donhtfnl ”, the post- 
master shonid send a notice in writing' to the addressee inviting him 
to attend either in person or by agent within 48 hours at the post ofSce. 
He should, under the auihemty ^wea in Section 24 of the Post Office 
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Act^ open and examine the article in the presence of the addressee or 
kis agent, or in his absence if he fails to attend within the time 
specified, reporting the matter to the Head of the Circle. In snb-offices 
the opening and examination of the aiticle should, if the addressee 
fails to attend, be done in the presence of two respectable witnesses. 

ExcBPfiON. — When such an article is addressed to a Ruling Chief of an Indian 
State, the postmaster, instead of sending the prescribed notice to the addressee, 
should write a courteous letter to the Ohief^s Private Secretary or agent asking 
him either to call ai tlie post olhee or to send an authorised representative to open 
the article and take delivery of it. 

(3) When an article has been opened in the office of delivery, 
action should be taken as follows: — 

(а) If found to contain anything on which customs duty is pay- 

able, the contents should be retained for further proceed- 
ings on the authority given by Section 24 of the Post 
Office Act, i.e., until the amount of duty can be assessed 
and collected. 

(б) If found to contain any intoxicating drugs the importation 

of which is prohibited (see Post and Telegraph Guide), 
it should be made over with all its contents, to the nearest 
Excise Officer for the adoption of such further proceed- 
ings as may be deemed proper. If found to contain unset 
diamonds, firearms, military stores or articles, other than 
ej^plosives, includod in the term ammunition 'b as defined 
in the poition of section II of the Post and Telegraph 
Guide 1 elating to prohibited articles, the article should 
not l)e delivered to the addressee, but the ]>ostiiiaster should 
at Oiice take steps, in accordance with the procedure laid 
down in the Posts and Telegraphs Maniwl, Volume VI, to 
forwaid the article to tbe chief port of the presidency or 
proYin(‘c nearest to the ofliee of delivoiv to be made over to 
tlie aiithoiitii-' iVn any ai tioii fhai wav be consi- 

dered necessary. In eases where an article is found to 
contain e^rphsives, the postmaster should act on the instruc- 
tions contained in rule 122 (1) (a).» If the article is found 
to eoniaiii anything else, the importation of which is pro- 
hibited, it should be detained, and the case reported for the 
orcleis of the Postnmster-GeneraL 

(4) When once an article has been opened for the purposes mentioned 
above, the post office is bound to exercise scrupulous care in checking 
am! repacking the cmitents at every stage so as to prevent loss or damage 
ill transit. T!ie miter covering used for repacking should be of suffi- 
ciently subslaiitial material to afford adequate protection to the contents. 

Notb.— T n sub-offices, articles found to contain anything the importation of 
which is prohibited should be sent to the head office. 

I * , t 
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124» IitM® coikiMn^ |CM>ds specially p?0liiMtai imm (1) 

If ail article posted at any place in Britisk India and addressed to a 
foreign country or Indian State or foreign possession in India is mtuaUu 
loniid, wkile in course of transmission by post, to contain anything the 
export of which either generally or to that particular destination is pro- 
hibited by the clause bearing the heading Local prohibitions in the 
Inland Post Section or by the clauses bearing the heading Article's spe- 
cially prohibited from export out of British India ” in tlie Poreigii Post 
and Foreign Paicel Post Sections ol the Post and Tehgmpk Gmde^ it 
should be endorsed Contains prohibited (mme of ike pmhiintei 
artwle) and sent for disposal to the D. L. 0. either direct or, in the 
case 01 sub-offices, through the head office. 

* 

Exception. — ^Tliis rule does not apply to post oifiofs tbo po4iiiastois oi which 
have been specially authorised hy^tlie Government ol fndw ic> search, or cause 
search to be made, for the prohibited goods. 

(2) In the R. M. S., such articles should be siniiliiTly endorsed and 
sent to the nearest post office lor disposal in the manner prescribed in tlia 
preceding paragraph. 

125. Responsibility for examiimtion of fmiilc.---(l) The post office, mail 
office or section at which an aificle, superscribed On His ^Majesty^s 
Service is posted, is the office responsible for the examination of the 
frank; and a frank which has been passed by the office of posting must 
not be challenged by any other office. 

I 

(2) Ablirev'iatious of oflicial deiitfiiaiionh jhoulil lio aocopled, provided 
they are intelligible oi leeoguihed by oidiaary usage. Official articles 
should not be chaiged with postage ■merely on the grouad of some in- 
formality in the fraiih, sucli as the omission on the pait of tlie sender 
to add his official designation to. his signature, unless there is reason to 
suspect fraud, or because tbe frank extends beyond the centre of a 
postcard; but any office which observes any irregularity in regard to the 
manner in which an aiiiele is Fraid^ed should bring it to the notice of 
the office of posting, so that the attention ot the official concerned may 
be drawn to it wdth a view' to its discontinuance. There are certain 
established forms of abbreviated signature and designation -which must 
be recognised, for example, “ li, Calcutta ”, which means “ Robert 
Bishop of Calcutta ” and is the legallv recognised official signature of 
the Bishop of that Diocese. Such recognised abbreviated franks on 
official correspondence should not be challenged. 


(3) If an article is franlced by a person who is not entitled to the 
privilege, the frank should be ignored and the article should be taxed 
with postage under the signature of the official in charge of the office or 
•flection in which it was posted. 

» 
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(4j li au_y uitiele, believed to be a service article, is found to bear 
seivice stamps \utiioii( the ]u escribed superscription and frank, it should 
be treated as unpaid and the service stamps should not be defaced, but 
a iemaik (hauiiig attention to the fact that they are not supported by 
tlie piesriibcd superscription and frank should be written on the face of 
the aiticle. 

-Noil -“'i postcaicl \Uiicli contains an obviously Iona fide official cominiinicatioii 
should not be treated as unpaid on the ground that the service stamp which it 
beats IS unsuppoi ted by the piesciibed supeiscnption or frank, but should be* 
despatched to ch stmation as a paid article The irregularity should, however, be 
bi ought to the notice of the office of posting, so that the attention of the Govern- 
ment official (onceiiierl may be drawn to the matter. 

126, TmnsttiissiOE of pa43kets. — ^(1) Ordinarily, unregistered packets- 
be faituurbnl ui niail bags and registered packets in registered bags. 
Ill oil cases, howtnei, in wliicli packet bags are prescribed to be made 
up, the) shoiild be used for the tiansinission of heavy packets, i.e., 
packets weighing o'ver 20 tolas, legistered and nnregisteied, — the regis- 
teied packets being made up into a scpaiate bundle called the regis- 
tered packet bundle 


(2 1 When a packet bhg is made up for an office, all the heavy 
iiiucgistered packets, paid and unpaid, intended for that office should 
be cMulosed m the bag' bv the sorting clerk or head soiter, as the case 
may be. If there are any heavy legistered packets fox despatch to the 
o0i(e, the registration clerk or registration soiter, as the case may be, 
hlioulfl lie them in a bundle with the legistexed list on top in stich a 
mdiiiic! a-, to e\hibi{ the name of the office of destination, and transfer 
the blind le nmhn leceipt (to be taken in the registered abstract) to the 
soxting clerk or head sorter, t\ho sliouhl compare the articles with the 
eidi ies in tln^ list beioie gi anting the xeeeipt, and then plac^e the bundle 
hiiii^oli HI the fLU kot hag II tlHoe ue no hcivv leoisfeied packets for 
despai(‘1i, a Idaiik i^^gisieied Imt wMi the void Ail written on it in 
the place for the total and duly signed should be made over bv the 
ieg!>iiatioii clerk or regxstiation sorter to the sorting elexk 01 head 
solid, as the case mav be, vlio should see that ihe list has been pro- 
pel 1v piepaied and then place it iimide the packet hag. Every packet 
hiiil contain a registered list. 


127» ManneF of forwarding pai?cels. — (1) The parcel sorting list will 
shov whethei pax cels for despahdi to an office or section are to be 
enclosed in a paicel bag or in a mail bag. As a general rule, the use of 
paic^el bags vill be prescribed only when an office or section ordinarily 
despatches many parcels or wheie a separate establishment of parcel 
limners is entertained. A ])atcel hag must never be included in a des- 
patch which is not accompanied hy a mail list. 
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|2j la fasos tlio dtspalrli ol pun i»l luail in mail Iwps h 

pic^airbi^flj siirh aitiilus slumld bu iiiadu o\ui, \ut1i tla* paraid Inh, bv 
ilin parCTi fleik oi paiud soifur, a Ibu iaa\ lu llit' 
iir Ik\u 1 sorter, lO'^peetivah, frj !a^ ii^rucmlid disfiiiatiiiii Iodide* l!ie wail 
baps for tlie offues ca se< tuan coiHeruHl awi a leudpl loi f!ip aitiflen awl 
tlie lists sliniibl be liiaiiltHl In ilie latter olfjenl iii ffie paieel abstiaet 
alter eoitiparuip Hie oitules nith flie eutiie-n in the !bi% It, liinune?, 
o\\mp to tliwi jiiiwber, fbe aitules eaiwot all be eiicbned in the mail 
bag, tliey sboiibl be ton^anled m a j),inel bag, the panel list being 
plueecl in Ibe pair el bag am! not in the mail bag, ami a ncrfe tlial this haf 
oeen done being entered on the legistered list. 


(3) If, on ain day^ thine are no jiareel wail aifieles for despaifli m 
a mail bag, a blank paieel list, enclosed in an einelo]ie, hlioiibl be made 
C5er to the Borting clerk or head smier tor despatch to destination 
inside tlw mail bag. That offieial should, after examining the list to 
•see that it bears the word Nd in the spaces for tlie totals and that it 
has been stamped and mgned by the parcel iderk or paieel swierj grant a 
receipt ioi ii in the pan el oIMucI. Similarly, if there are no such 
articles for despatch to an otfi<‘e or section itn which a parcel bag is pres* 
cribed, no parcel bag need lie nhule u]>, Imt a blank iiarcel list hIioiiW be 
made over to the official (omeined in the manner deseiihed above for 
transmission inside tbe nmil bag, or, if it shmild happen that a direct 
mail bag is not made np for the office or section concerned, the blank list 
should be Corwmded to destination in a cover registered on service. 


|4l Fninsiiied paicels which tiom their size shape or mode of pack- 
ing |co;%, hiiae woodmi rases, maps packed in tin tubes, mid the like) 
cannot foiiveiiieiitlv be placed in parccd or mail bags, mav bt‘ ^cmi outside 
and should he made over to the mail clerk or head sorter, as the case may 
be, under receipt to be taken in the parcel abstract. In mich cases, the 
remark I4ent mitside: entered in mail list slionlcl be written bv the 

f iarcel cleik oi p, reel sorter op]msite the entiv td the parcel in the parcel 
ist The iollmving jiaiticulars, m:., the oifne of posting of the parcel 
and the name of the offiee or section to ‘whi(‘h the pgreed list eoiitaifiing 
the entry of the parcel is addressed and, in the case of a regi»sferecl paretl, 
the No/ must also be entered in the mail list bv the mail clerk or head 
sorter. 


f5) When there me insnied parcels for deapatch, they slimild be 
€iiclosed in an iiianrcd hag which should be placed inairle the parcel bag 
or where a parcel bag is not prescribed, inside the mail bag. In thi 
latter case, the insured bag should bo made over to the sorting clerk or 
head sorter imcler receipt to be taken in the parcel abstract, 

c 2 
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(0) Tim parcel mail articles, insured bags and parcel lists for trans- 
mission inside mail bags should be placed by the sorting clerk or bead 
sorter liimself in the proper mail bags. 

Kot«.— P aragrapli (4) applies also bulky registered packets. 

128. Coirectioii of docuineiits. — (1) In the event of an error in a 
mail list, registered list, parcel list, daily account, s.o. slip, or any other 
document to be placed on record, the document should not be returned to 
the issuing office for correction, except under the orders of the Head of 
the Circle or superintendent. If necessary, a copy of the document may 
he prepared and sent to the office concerned, or a revised document may 
he called for, or the correction may he carried out on the authority of a 
letter, provided that there is uo special prohibition against doing so. 
In the last case, the letter of authority should be filed with the corrected 
document. 

NofB. 7 -~Wben a revised or corrected document is received under this rule in 
substitution for the original, botli should be retained on record, attached to each 
other, a note being added on the original above the signature of the postmaster 
or the record clerk, as the case may he. 

129* Use of propr ba^. — (1) It is the duty of the postmaster or 
head sorter to see that bags of suitable sizes are used for each despatch 
of mails. When required, extra hags should be used; and if the use of 
** plural bags would facilitate the conveyance of the mails, the matter 
should be brought to the notice of the officer hy whom the due mail lists^ 
are supplied. 

(2) Great care must be taken to avoid the misuse of hags. Canvas 
bags should not be used when dosuti bags are prescribed, and vice versd. 

(3) All the bags received every day should be examined bv the clerks- 
or sorters concerned, and if any misuse of bags is deiected, a report 
should be made to the superintendent. In the R. M. S., the irregularity 
should also be noted by the head sorter in the space provided for the 
purpose in the mail abstract. 

(4) If from any cause, a bag not of the prescribed description has to 
he used by a section or mail office for duo mails made up, or is despatched 
as a siir])lus due bag, an explanation of tbe inegularity should be written 
bv the head sorier in llie space provided foi the purpose in the mail 
abstract, 

ISO. MwiMr of labellinl, closing and sealing bags.--(l) In cases where 
sealing-wax is used, the cord should first he passed through the hole in 
the tag label io be attached to the bag; the two ends should then be 
brought together and tlie double cord tied in a loop-knot close 



61 


Cliap* 2| wioi^s iirLKs* [180 


agaiiihl tile jaliel. After ikk luis doiMs tiu lyg *^li(mltl lie tietl vitli 
a clove-Mteli lu explaiiieil in ili** lollu\u'iiif nkfielie-t:- - 

TflE 




The cord should be pushed t’^viee mmd the iieek cd the* bag as shown 
in sketches 1 and 2« 




The ends slunild tlien he cuHhed iu ^ketcli ll and tli(» end marked 
B passed between the emtl and the bag us in sketfdi 4, One end 
should then he taken in each hand and the e<ird pulled as tight as 
possible, a small ])iec6 cd paper being previously placed tinder the clow- 
hitedi A single knot should then he lied and the seal mipressed oil 
sealing-wax applied min' the knot. Oare hlionld he taken that the knot 
over the “ clovediiffb and the loop-knot of the label do not come too 
close together, as the seuling-wax is to he apidiecl only over the former. 
The iinpreaBion of the seal should he clear and complete, and this can 
be secured only hy pressing the seal hard down on the wax aid 
keeping it there’ tijr the wax gets cold. Only enough sealing-wm ahmild 
be used to obtain a distinct impression, as the use of too great a qiaatitj 
facilitates tampering. Both ends of the ’'oiA to the bag Bhmilt be cut 
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close to tlie single kjiol over tlie “ clove-liitcli ” before tbe sealing-wax 
is applied. 

XoTc 1. — If tbo bag h provided witli side loops, both rounds of the cord should 
£)o passed thioiigh one of them. 

XoiL 2"—lri ca-^es wliere small tin seal-holders are used under the orders of the 
Head ot the Ginle, both lonnds of the coid should be passed through the _ holes 
oi the seal-holder and tied insuk the seal-holder by means of the clove-hitch ” 
and Single knot. In sudi cases, it vill ot course not be necessary to place a piece 
oi paper niulcr the knot. 

i2) Where had seals aie used, the cord should first be drawn round 
ihe Jieek of llie bag and tightened: the ends should then he tied in a 
kiiol close below the seal to prevent the cord from getting slack during 
ilie pjocess of sealing. The seal should next he made fast hy means of 
the staler and the label should he securely tied to the bag with the loose 
ends of the cord projecting through the seal, 

(d) Only hags which aie in every respect sound and stiong should be 
used. 

131 Supply of stamped tag labels,— Every post office will he supplied 
periodically by the post offices and by the record offices of sections which 
leeeive mails from it viih a sufficient number of tag labels impressed 
with the label name-stamps of the post offices and sections w hlack ink* 
Similaily, it should siii:^ly periodically to the post offices and to the 
rin*oul offices )f sections which make up hags for it. a sufficient number 
of tag labels impressed in hlack ink by means of its label name-stamp. 

132. Tin seal-holdeiB* — (1) Tin seal-holders are used on all insured 
hags despatched, and tlie Head of the Circle will prescribe in what other 
case^ such seal-holders should he used by offices and sections to afford 
proteciion to war seals on bags. Ordinarily, the seal-holders will be 
required only for large and heavy bags containing letter or parcel mails. 

(2) When a im seal-holder is leceived nith a hae, ii should be kept 
with the empty bag and re-used with the bag, if the bag is used for the 
despatcdi of mails, or returned with the hag, if the bag is returned as 
surplus. 

ISS. Bue despateli^ of fegistoed bags.~-(l) K registered bag should 
be placed in e’\ery mail bag desnatelied, except plural and extra 
mail bags. 

(2) Registered hags for despatch should be handed by the registration 
cleik in post offices, and the registration sorter in sorting sections and 
sorting mail offices, to the sorting clerk or head sorter, as the 
case may be, who should examine the bags, grant receipts for 
ibem in ihe registered abstract and place each of them himself 
in the proper mail hag. If there are no registered articles for 
despatch to ihe office or section for which a mail bag is made 


h 
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lip^ and uiibealed ingi^teied Iwg 'lisoiild br m«ylp in^n la ilia sfiitiiig 

clerk or liead hoitet Joj hm lunioo in Ihe laail ba^i, In sw li riisis^ tin* 
empiy bag slioiild be JoMimI and a blank regHhned IhI uitli the %oiii 
Nil '' Oil it i!i the pltM^e loi tbe total aud diil\ Mgiied Hboiilfl tie 

tied with it iii hiieli a laaiiner that the \\ord .\}l ’’ tan bt* leadil^ .eeiu 
Tiie tiOitiiig eleik or head -uiloi should exaiuiue the list to that it 
beaih the \^oid ‘S\/l in the plate luejitioiied ab«nt‘ iUiil sigiiatiue 
oi the regibtrutioji tdeik or hortei, 

134. Bmpmaoa mA dispBa! of special ba^.- (!) fi any order- aie 
rmd\ed legiirding hpet ial hagh in a post oflite, mail olhee or seefioii, 
the postniastei oi lieatl smler, iw the ta^e ina\ le, nbnubi <t oiiimiiiiif ate* 
them to the olhtoals toneeroed anti see Uiai the) aie it niHlentiuKl 

aiitl proioptly carried out. If a special luig ueunnpanied b\ a special 
mail list ib reeeivedj it must be slimui at once, by tlay or night, to the 
postmaster or, in the IL M. S., taken eliarge td iiv the bead Hotter. If a 
special bag is made up loi despatch, a special mail !i^t ^liCiiihL il pu»s« 
eribed, be prepaied in post ofiiees by the mail i leik and in mail oliiies 
and sections by t!ie head sorter, and handed -uilfi t!m sneeial bug to I lie 
c^airiei wlio should be required to sign Uie dupln ate ot the list, hoiwaid 
special bags accmnpiUiied by special niiii! lists should be siinilailv dealt 
with* The postmaster oi head sntm is peisomdl) leHpmisible tor the 
sate cuistody and the putmpt and coueel deli\eiv oi diNpatili of s|HH‘ial 
bags and is nnpiiiecl to sign the special mail lists. 

(2 1 WInui dtdi\ei) ot a special bag is made either bv or tlirough ii 
post office or diieet by a 11. M. 8. umlion oi mail oliie, il i the diitv 
«d tlie postmastei or the head soiter, as the ca-e mav be, lo see that a 
iei*eipt for the bag is tfiken on the mail list, that the empty bag h re** 
coYCied, that the legisieied list contained in 1 !h* bag is obtained, and 
that the list is signed by or on behalf ot the officer comeriied in token of 
rcn*eipi of the registered articles detailed in it. The mail list and legis- 
ierecl list should be filed in post (^fficeB with the ordinary rlidlr hmidle, 
and ill the R. M. 8., with the work-papers of the set uhifdi deli\erfd the 
special hog. Tht“ enipir hag should be ictinned to thf* pcHt office, or 
to tlie record office ot the Mudion or mail office, \Uiicb chned the bag. 

No IE.— The inatnatiom in naragranh (2) apply also to suiierriHiiig oftcors in 
respect of special bags delirered by them. 

138* limit of weight of iMlls*-— (1) The weight to be carried by eacoi 
letter mail runner on a nmin line should not ordiiiarily exceed 15 
seera; but in special localities where the eountrv to be tni versed is of a 
hilly or otherwise difficult nature, or where the speed of the mail is of 
importance, a bnver limit may be fixed by the Postmaster-fieiieraL 

(2) In the ease of parcel mails eoiweyed by special parcel tumawi^ 
the weight of each parcel bag should not exceed 15 serrs, ami the weight 
to be carried by each man should not exceed 30 seers. This is tht 
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maximum weiglii, but a lowei limit may be prescribed by tbe Post- 
master-Cienoral on lines whicb traverse billy or difficult comtryj or where 
other ciieuiiibtaiices render it nnpracticable for runners to travel with 
heavy loads. 

(d) Tbe inaxiiiiiiin limit of v eight for a parcel ba^c conveyed by tbe 
Eailway Mail Service is one maniid, but a lower limit may be fixed in 
special cases by tbe Bepiit} Postmaster-General. 

136» Supply of due mail and sorting lists — (1) Tbe due mail and 
sorting lisi consists of (?) tlie due mail list of receipts and despatcbeSj 
(?i) the letter nmil bcnting list and (m) tbe registered and parcel mail 
sorting list, in three sepaiate paits each of whicb can ordinarily be 
printed oi piepaiod in manuscript, as tbe case may require, on a single 
page of the piebciibecl form, — ^tbe lists for tbe Out and In trips of sec- 
tions being kept sepaiate. Tbese listfa aie prepaied and supplied as 
follows : — 

(a) For fost offices in diieet communication with tbe E. M. S. 

and for sorting sections and sorting mail offices — By tbe 
Deputy Postmaster-General, E. M. S., tbe lists for post 
offices being ])rep<uod in manuscript and supplied direct to 
each oJfiee and those for sections and mail offices being 
pi lilted and supplied to the Superintendents concerned for 
tbeii ovn use and for distribution to inspectors, record 
clerks, officials in charge of sets and individual sorters. 
One copy of tbe sorting list for a post office is also supplied 
to the Postmaster-General and tbe Superintendent of post 
otfiees concerned and one copy of tbe list for a section or 
mail office to each of tbe other Deputv Postmaster-General 
and to each Postmaster-General having under him post 
offices 111 communication with that section or office. 

(b) h'or trbi clash head offices not iii direct cc nimiinication with 

the E. M. R. — By the Postmaster-Gencial, in manuscript. 

(c) Foi post offices under the contiol of a fii^’t class postmaster 

other than those in direct communication with tbe 
E. M. S. — Bv the first class postmaster, in manuscript. 

(d) For all other post offires not in diieci eommuai cation with the 

U, M. R.— By tbe Superintendent of post offices, in manus- 
cript. 

(e) For tninsit sections and transit mail offices— by tbe Superin- 

tendent, E. M. S., in manuscript. 

(2) Tillage sorting lists are supplied to bead and sub-offiees by tbe 
Superintendent- and to branch offices by the inspector. 

137. Ghaitles in im mail and sortng Uste.— (1) The bead poatmaster 
or record clerk, as the case may ha, should bring to the notice of 
the officer by whom the list was supplied, any alterationi (whether 
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affecting Iiis own office oi an offw*e m nection under it oi tifliei ollire 
01 HmMoii) ill Boitiiig tiaiisit anaiigeiaenls tliai iint\ appcni in be 
nece&sary or deHiinlde, owing to alterations in ILiihutv tiiiif-Uibles o? 
bimilar caiiHes. IVljeii the IransJuifeMion ol article^ « an he eiiicMlitecl hf 
adopting a new lonteoi h} exchanging mads vtilh offites m s¥i lions not 
alieady shown in the iliie mail li^t, the diaii^e dioiihl lie pioposed for 
loiisuleiiitioiL It the eluiiige is appioved, a soitirip oidu pie-s^ribiiig 
the alteiations to ho made in the due mail and Mating !i4 uil! he iHSuecI^ 
ofj it the alterations are extensive^ the ofineh or ms lions (onterned nil! 
he liiriiished with revised lists. In head ollices, ulieii a proposal re- 
ipiiriiig the ordeis ot the i^ostmasfeidieneial m the iiepiit} Fiistiiiaster- 
CJeneralj B. M. B., lonceins any po'^t otfiei* or mad lim* iiiidei the control 
ol tlie Hu]ie! iiiteiideni, it must he sulmiitted linoiuh liie Liltei ofloei ; 
and it it albots the village horting list of a loam h idlite, it slioiilil he 
bioiight to the notice of the inhpedoi hy vihom the list mas^siippliecL 
111 suh-otficesj all suggestions slioiiht he made to the Buperintendeiit^ 
those affecting the village sotting list oi a hrancli oflic e being also brought 
to the notice ol the iiispecloi concerned. 


{2) When a sorting older prescnhing alteiations m a due mail and 
sorting list is received from the Fostmasiei-tleneraL the Deputy Fosfo 
master-General or the Buperintendent, each^postal or E. M. S. official to 
whom or fW whose office the list was supplied nhould make the required 
coirections in it neatly and, wlieiever possible, in ink. The list belong- 
ing to a set should he eorrecded hy the record clerk concerned who should 
explain the changes to the sorfeis of the net and require tliwu to^ initial 
the order in evidence of their having thoioughl) iindei stood it, and 
should also, if necessaiy, see that the wotk-papcis aie piemircd in 
acf 01 dance with tlie changes prescilhed. The official making the corrac- 
tionh should also enter the Xo. and date ol the soitnig older, tollin^ed 
by his initials and the dale, in the page for ‘‘ (huidnate ol foiicdioii 
attached to the list. Borting orders should he filed in separate hundl«. 
In reiord offices, the weeWr soiting ordeis and A. orders for eacdi year 
should he tiled sepaiatelv in a guard hook in the coiLsecmtive order of 
then Nos. 


(8) Bxcept in urgent eases, effect v ill he given to alteration in die 
mail and sorting lisiB from the heginning of a quarter. 


138 . ExaMn^on aid of ba|e.— Kveiy hag received iii a post 

office mail office or sertion fiom another office or section, or received 

ifl one departnienl of an office from another, must lie carefully esamined 
to see that it is in good condition, that the cord with which it is tied 
and the seal or seals, as well as the lock, if any, are intact and that 
none of them bear any signs of having been damaged or tampered with. 
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(2) Bags addressed to tlie office or' sectioiij wliicli are foimcl to be in 
good condition, sbould be opened one at a time. In cutting the cord 
to open a bag, care must be taken not to damage the seal or seals which , 
with the label, cord and lock, if any, should be .. preserved until it has 
been ascertained that the contents of the bag are correct. ■ Tbe official 
who is responsible for. the opening of a bag is .also responsible for its 
examination. 

139. Bags to be tamed inside out. — So long as bags are not in actual 
use, they should be kept reversed,; i.a., turned inside out. In every 
case, after a bag has been opened and emptied of its contents, it should 
be tiir.iied inside out and carefully e.xamined to see that none of the 
contents remain in it. . 

140. Treatment of missent and misdirected articles of the nnre.gistered 
letter mail and labelled binidles, — ^(1) When a missent or misdirected 
article is received in sorting, the sorting clerk or assistant sorter should 
make a note of the irregularity in the error book or note-book, as the 
case may be, and obtain the postmaster’s or head sorter’s initials to the 
entry. He should also, in the case of a misdirected article, substitute 
neatly in English in red ink (or in blue pencil, in the case of E. M. S. 
section), the correct name of the office of destination for the incorrect 
name. If the wrong vernacular entry was underlined by the office of 
posting, he should strike out the line and underline the correct entry, 
'i.e., the entry of the office of destination in vernacular. The missent 
or misdirected article should be despatched to its proper destination by 
first mail. 

(2) When a missent on misdirected labelled bundle is received in 
sorting, the irregularity should be noted by the offici.al concerned .in the 
manner prescribed above. The contents, of the bundle should not, how- 
ever, be stamped but should be sent forward with a fresh, check-slip. 
The original check-slip should be endorsed on the back with the remark 
“ Buiiflle missent hj (name of office or section) or Bundle misla- 
belled ”, as the case may be, nnd the slip disposed of in the usual course. 

' (3)''Wlien a missent .or misdirected article or labelled bundle' is 
found among the station articles, the delivery clerk should put it aside 
until tlie (listribiitioB. is over. The article or bundle should then be 
dealt with in the manner prescribed in the preceding paragraphs in 
respect of those received in sorting except that it should be transferred 
to the deposit department for further disposal. 

lil. Disposal of check-slip. — Check-slips tied to the top of labelled 
bundles should be disposed of as follows by the office or section which 
opens the bundles: — 

f/j) when a labelled bundle contains no missent articles, the check- 
slip received with it ■ should forthwith be destroyed : 
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(b) when ^ a labelled buiidle is found to eoiitaiii any 

arlieks, partieohirs of sueli /.e., the iiiittibei cd 

iTiisseiit artieles for each post-town of destiiuitioii uilli tlie 
name of that post-town— should be elearly eiileiej on iho 
reverse of the eheck-Jip which shmibl also he !mpU‘\Mal 
with the date stamp, lu post ottte, ilie eidiiis ^IiiuiIkI 
tliCTi be si^meii by th.e- ofiieial iu. (iiurge td i!ie delivtoy 
department or the Hortiu|( depatlmeiit, iia tlie ane may ln\ 
and the (dieek-slip forwarded by -first mail in a st3rvic*e 
envelope addressed to the supervising officer of ilie des- 
pateliiiig office or .section; while in the I.L Mi Sm the 
eiitries should be signed by the liead sorter ami the check- 
slip attached to his daily report, 

112. Malls received damaged or tampered with.— If any portion of the 
mail received in a post otiicu, inail office or section is in any wuy damaged 
or if the condition of any bag, fastening or seal creates suspicion that it 
has been tampered with, <u‘ if any bag is missing, the mail clerk or other 
official eoucenied must bring tbe matter at once I by day or night) to the 
notice of the posiioaster or head sorter, as the case may be, who shoiiltl 
take inmiecliiite action in accordance with ilit; rules relating to Inviistiga- 
tions. The responsibility of the postmaster or head sorter mnrimences 
as soon as the matter comes to his notice. 

143* Pmsemtioii of seals and ba#.— (1) When a loss occurs or is 
suspected, or a bag is received dumaged, all seals and fastenings^ 
envelopes and covers with seals, etc., should be carefully preserved in ii 
tin case, which can be obtained or made locally, and tbe articles should 
always lie forwarded in the ease when sent through the post, bo as to 
prevent their heiiig damaged in transit. The bags too should always 
be preserved, aitm* being initialed and dated by the postuiaHter, head 
sorter or mail agent, as the case may be, for future ideiitificatioiL 

(2) In the ease of parcels received in a wicker basket, the basket 
should be preserved only if it is obvious that it was forced oj)cn, or if it 
is damaged to such an'' extent as to admit of any of its contents being 
abstracted. In such cases, the basket should be marked for future ideiitt- 
fieation. 

144. Imprtait iiroguMties to be reported by telegiapht— If any of 
the followdag irregularities occur, viz,i~ 

(a) a due bag not received, or one or more bags received misHeiit 
or a mail bag stolen, lost or destroyed by tire, etc.; 

(h) a bag entered in a mail list, but not received, or one or more 
bags received in excess of the number entered in a iimil 
list; 

(c) a mail, registered or parcel list (when prescribed) not receivinl 

or received missent; 
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(d) a flaily aecomnt or s.o. slip not received by a post office; 

(e) a mail, reg^istered, or parcel list, received with any correction 

made in it, but not attested, or any such list received with 
a wrong total entered, or without entry of the total, or 
with the total corrected, whether the correction be attested 
or not; 

(/) a registered aritcle of the letter or parcel mail entered in a 
registered or parcel list, hut not received, or any such 
article received in excess of the number entered in a list; 

(y) an insured article entered in a registered or parcel list not 
received, but an article bearing a different Fo. received 
instead ; 

(h) a registered or insured bundle entered in a registered list not 

received; or such a bundle bearing a different No. received 
instead ; 

(i) the total number of registered or insured bundles entered in a 

registered list not received or a registered or insured bundle 
received in excess of the total number entered in a regis- 
tered list; 

(j) the total number of ordinary unregistered parcels invoiced in 

a parcel list not received, or an unregistered parcel or 
parcels received in excess of the total number entered in a 
parcel list; 

(k) an insured letter or parcel entered in a registered oi' parcel list 

but not received, or an insured article or insured bundle 
leceivocl damaged or bearing signs of having been tampered 
witli 01* the V eight of any such article or bundle received in 
a post office, mail office or stationary sorting office differs 
from that noted on the article or bundle; 

{I) a money order received in a post office witli a discrepancy of 
10 or mote between the amounts entered by remitter 
and office of issue, or a money order received without having 
been signed by the issuing postmaster, or not bearing the 
prescribed postmarks, or affording any other reason to sus- 
pect its genuineness; 

(m) a money order lost by a post office before payment; 

(n) at. m. o. advice received in a post office but no corresponding 

postal confirmation, or a postal confirmation received but 
not the t.m.o. advice to which it relates; 

(o) a remittance of cash advised not received in a post office or an 

amount received short or in excess of the sum advised ; 

(p) absence of a carrier (mail peon, postman, mail agent, etc.) 

appointed to exchange mails with a E. M, S. section; 
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mi iiiimediate repoit asliould b*a inude by lelegrapii, if possible^ sa 
aax)rdaBce with the iastnirtione iu the Teleffra^kie Mesmi^e C&Je^ by 
the postmaster or the official m charge oi the XI. M, S. set conceraed to 
the despatching office or, it the despatching of&cc is a section, to its 
record office. In the case of irregularities coming under a claiseb {k} and 
(o), a similar report should also !)c made to the I*osti0iastcr41eneral con- 
cerned, if the office committing the irregularity is a first class head 
office orj otlierwisej to the Superintendent of post oflices. In the case 
ol any of the other irregularities mentioned above, a copy of the tele- 
graphic report should be sent by po»t to the Posimaster-Oeiiaral or 
Superintendent of post offnes, as the case may be, when the despatch- 
inir office is a p<M uifhe, or io llie Huperintendi^nt ol ll. M. »S. coiieernedj, 
when the despatching office is a 11. M. S. (dine in section. In every 
case, a note oi the irregularity should be made hy post oi{ic*e in ilm 
euor book or by a R. Jf. H. set in its note-book tor suosec[iieit mimtioa 
in the daily report. 

Note 1.— When a post office or mail office happens to he iu the Baine station, as 
the officer to whom an ii regularity has to he reporti^d, the telegraph should not ho 
usp<l if it is praciieablo to employ other means of communic’iition without extra 
expense or losh of time. 

Now 2,— In cases where non-recoipt of an article or document has hmn oom- 

mumcated hy telegraph, its suhsispient receipt or distwery should dm l« 

eominunicated to the ofiicers concerned, hy telegraph, as soon as it m received or 
traced. 

Note 3,— Should an overseer, runner or village postman report to a post offic© 
any damage to a telegraph line, an immediate report of the nature aiKl position 
of the accident should be made to the nearest telegraph office by service |X)8tcard 
or otherwise. Combined offices should bo guided in such eaw’» by the ruIoB for 
feudi offices in the and TeUgraph Manml^ Valunu Ti, 

Note a mail bag is stolen, destroyed by fire, etc,, a report should to 

sent by telegidpli, il posable, m accordance with the instnietions in the fcle* 
graphic Mlehmge /’ode, to the Suparmtendent of the Division %ithin whase jurbdie- 
tion the loss occurs. 

IIS. Recowl of ir»gulaflties.--(l) Itoeh post office and, in the larger 
post officer, eafffi tlepuitiutmt of the office should keep an eiinr h«sok in 
the piPsLiibeil loiui, ulnlt* oadi soitoi in ilio R, .\I. S, should keep a 
siiiiilai book called tiie imigii note-book. Kveiy inegukrity, seiioiia or 
petty, eoiiiuiiiied by any member of ibe edablisbmeiit of an office or 
feeetioii or noticed to have been eommiUed by any other ofike or sectiem 
ill coniiectioB ^ith the preparation, reioipi or dcBpateli ot mails or any 
other postal duties or aiiy artudos or documonis relating ilieieto, should 
be recorded at the time, as briefly as possible, in one or cither of 
these books by the official noticing the irregularity, special care being 
taken to bring to notice by this numns, caaeB of inissendiug ami misdirec- 
tion of articles. 

Note.— I n the R. M, B., the rouiffi note-book should also be usee! for tto pur- 
pose of recording iinusual incidents noticed and the entries in th© tookp shouM 
Mbsequently bo uwd by tto toad wrter in writiiig up the daily report d! the att 
^nceroed. 
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(2) Entiies in these boobs should be initialed by the officials by whom 
they aie made. An entry made by a clerk or sorter must also be initialed 
by the postmaster or head sorter, as the case may he. 

(3) In cases in which a report is required to be made to the Head of 
the Oirele, Superintendent or inspector, the Ko. and date of the report 
should be noted ui the eiror book. In other cases, no report need be 
Aiade ; the entiy in the book will be sufficient eyidence that the irregu- 
liiuh Auis noticed by the postmaster. 

Note —Eeports against the R. M. S. should contain, in addition to the name of 
the section oi mail office, the No. of the set concerned which can be ascertained 
iioni the name-stamp of the section or mail office impressed on the registered list 
or any other document received. 

(4) E\trarts fioin eiior books and unimpoitant leports of a similar 
natiiie, rontoiimig iiiegulaiities committed by sorters of the E. M. S. 
and b\ head siil) and luancli post offices may be sent by postmasters- 
diiect to the Biipeimtendents of post offices or R. M. S. concerned, 
yhethei in the same Division or Circle or not. This does not apply to 
cases ylieie a special repoit to a specified officer is prescribed. 

Note — In a sub-office, all those items which, m head offices, are entered in the 
postmastei^s older book, must be recorded in the error book It the sub-postmaster 
IS not m the selection giade, a record must also be kept in the error book of all 
coiiiplainis made by the public and the original complaints should, after acknowledg- 
menu be sent fco the Supei mtendent with any remaiks that may be considered 
necessai} , 

156. Facsimile impressions of signature.— In all cases where, under 
(he iiiloh of the De])artment, a person is required to sign a receipt or 
an at know lodgment tor a postal article delivered, or to affix his signature 
to din otlitn dociiineni ni toniiection with the posting ox delivery of a 
po‘>tal aitulo, 01 to a postal aiticle itself, the facsimile iinpiessioii of his 
sigiiatiiie <s!i the dotiunent or aitiele, made hv means of a stamp, should 
be attepled as a suffieieni compliaiue with the iiile; provided, of course, 
that theie is no leasoii to siispett that (he stamp has been misused. 

E\fFPTioN — This lulo does not apply to the signing of documents by postal offi- 
cials 111 then offinal capacity Facsimile stamps for such a puipose are not 
ailou cd 

147. IpplicatioiB for interception of letters.— Applications are some*^ 
times made by the public for the interception of articles passing in 
sorting, and the applicants should in such cases be informed that, with- 
out ilie^oiders of the Head of the Circle, their requests cannot be com- 
plied with. CompliaiK'e with such requests militates against the proper 
woiking of the Depaitment, and should therefore be refused except in 
vei} special (wses. Applicants should also be infornierl that, as a 
geiicial^ rule, ^an applicaiion to intercept letters will not be granted 
unless if furnishes the names of the offices of posting of the articles, or 
if it refers to letters expected by more than one mail, or unless very 
strong reasons are given to Justify it. But nothing in this rale* 
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shall he held to atect eonespondeJiie addie^sd h the “ laiBp |or 
other piesaihed addie^s luth no po4-to\vii) of htgli oh trim, 

the (Hsposal of 'idiich w po^einecl hr the ^peua! nife‘^ on the 

118 * letnm to sendsis of articles posted.-— llo uiiiiiiiions iitolfo 
which an aitiele posted nun he ie< ailed In the Moidn aie anitaiioM! m 
the Post and Tele^jraph trmde. 

(2) When an application hn the letall of an aiinle is luened hr i 
post office the pioiediire desinhed hehm should he iclhmed: — 

The piesctihed it»e ot Ee. 1 should he lahef* tioiii the appli- 
< anf and «oi'i%eited intf) poNtau* ^tainp'^ ^hnli thin 

he ailixed 1o the applnatioii and ohbteiated \\itli the date- 
staui]) ot the office. Unless the ofhcei in ehatge of the 
post office ^\hhli leceive^ the appiieation is a first class 
postinastei, he should submit it, without clelav, to the 
first (‘lass postmaster or Ruperiniendeni to \Uifsiii he is 
su!>oidinate for oideis with a statement that he is satisfied 
that the applicant is the sendei of the aitide or an agent 
authorised hj the sendei in this heluilh and that post- 
age stamps in parmeni of the fee of He. 1 !ia\e been affixed 
to the appln atioii If he is a fiist class postmaster, he 
sliouid dispose of the application himself. 

(Ii) If the article is in the office, the postpiasic? should immediate- 
Iv take possession of it and place it in a hiuu siipeiscwibed 
Eei ailed article addressed to iname and mldins), Ranr- 
tion applied foi on (date) If the <uticde has alreaciy 
hfHii despatched, the postmaster should at once ask the 
ottii e of destination or, in the case of u foreign registered 
artide, the offhe of foreign exchange not to^dcdiver the 
article to the addiessee or send it on to destination . In 
making simh requests, (aie should b(‘ taken to c«mimuiii- 
late full partictiLirs of the aitude, to enable it io be 
foiuMtlr identified in the office of dcstinafinii oi office of 
loieiun exchange. 

(e) On receipt of samfion from the first class postmaster or 
Superintendent to return the article to the sender, the 
postmaster should, if the article is in his office, have jt 
deliveied under receipt to the sender or to some pwfion 
authorised in this liehalf bv the sender in writiiig. In 
the case of a registered article, the sender\^ieceipt should he 
taken on a copy of the form of receipt ordinaTilT signed by 
the addressees of such an article. The original receipt 
granted to the sender for the article when it was mM 
should be taken back and filed with the other receipt. 
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{d} If the article is not in the office when the sanction is received ^ 
the postmaster should immediately ask the office of desti- 
nation or office of foreign exchange, as the case may be, 
to return the article, citing the previous correspondence 
on the subject. 

(e) The office of destination or of foreign exchange should imme- 
diately on receipt of such a request send back the article 
with a forwarding letter, enclosed in a service registered 
cover, which should be addressed to the postmaster of the 
office of posting. If the article is a registered one, the 
cover in which it is placed should not be separately regis- 
tered but the No. and date of the registered article should 
be noted on the cover, which should be treated merely 
as a protecting cover and should be addressed as above. 

(/) When the article is received back in the office of posting, 
it sbould be delivered to the sender or his authorised agent 
in the manner described in clause (o). 

(ff) The applications for the recall of articles with the fee ccn-- 
verted into postage stamps and affixed to them should be 
kept on record for a year and then destroyed. 

f3j In ilie E. 11. S., applications for the recall of articles should 
be dealt with in accordance with the following procedure : — 

(a) In the case of a mail office, the head sorter or mail agent' 
should forward the application from the sender together 
with the statement of the reasons stowing why re-delivery 
is sought and the prescribed fee of one rupee, to the local 
postmaster for disposal in accordance with the above in- 
structions and at the same time, report that he is satisfied 
that the applicant is the sender of tlie article or an agent 
authorised by the sender in this behalf. If the article is 
ill the office, it should be sent in a cover superscribed 
“ Eecalled article addressed to (nnme and address) along 
with the documents mentioned above. If the article has 
alieadv been despabffied, the head sorter or mail agent 
should at once address the office of destination or of foreign 
exchange, as the case may be, in the manner prescribed 
above for postmasters. He should at the same time 
intimate that this has been done to the postmaster to 
wliom the application is sent. The applicant should be 
informed of the action taken and advised to address further 
communications on the^subject to the postmaster concerned. 

(5) In a section, the head wsorter or mail guard should similarly 
send the documents with the fee in a cover addressed 
to the postmaster of the next head or sub-office for which i 
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a mail ^bag is closed. Tlie coTer slioald be sealed aai 
entered in the registered list, in the case oi a sorting sec* 
tioii and in the mail list, in the ease of a tiniisit nectioiL 

(c) In every case, the matter should he nientioned in the daily 
report. 

(4) All or any of the references required to he made under this rule 
may be made hy telegraph, provided the sender defrays the imt of the 
telegrams, 

(5) An unregistered article ot the foreign mail cdEiiol be recalled 
and no fee is required for the rec*all of an officdal article, 

ExcmioN.—A request froinii Govmnucntor a tdfnikhliaimii to riiall a 
foreign offitial luiregisten d artnle i>ihieli has not pa s(mI btymid tin fiiindiction 
oi the Indian Post Ofhre should, if pcfesible, bo {omphtd \utli. 

14§. Direotor-Geneial’s cimiito. (1) Circulars are ordinarily issued 
by the Director-General once u week, but if in any week there is no 
material for a circular, none is issued that week. 

(2) Every circular issued from the Director-yemTOFs otlice will bear 
a No. from a toiisecutive annual serieH of Nos. and the pages are also 
numbered in a consecutive series tlirouglioul Use \esii, Each item of 
the circular will bear in lieavy type, at the upper right lumcl corner, 
the name of the department whicdi it concerns. Items wtiicli lelitfe to 
miscellaneous matters, or which concern more than one department, will 
be headed General File 

(D) In the case of postal officials, circulars will be sent direct to 
head postmasters for their own offices and tor di^rilmtioii to supervising 
officers, sub-postmasters and branch postmasters. Head cifliceb will be 
supplied by the Postmaster Gc3neral with a distriimtion list showing tit 
number of copies to be supplied to the diffeient claHses of officers men- 
tioiiocl above and the number to be retained for office use. In post offices, 
the circulars should be disiribuied among the differeiii officiaiB and filed 
in accordance with the following instructions; — 

(fl) Prenideiicy tiifu es and other large head offices Bcleeted by the 
PostmasierAJeneral will be supplied with a copy of every 
circular for the postmaster, eaiffi of the Deputy and Assist- 
ani postmasters and for the clerk in charge of each depart- 
ment. For other head offii^es, a copy will be supplied only 
to the postmaster and to each of the Deputy and Assist- 
ant postmasters or to head clerk if there is no Deputy or 
Assistant postmaster in the office, 

(h) Each set of circulars should be kept in a guard-book, that 
for the postmaster being inscrihed General File 

(c) Immediately on receipt of supplies, a copy of every circular 
should be made over to each Deputy and Assistant post- 
master or the head clerk who will have it filed in the pard- 
book kept by him. The copi/ for the §mm0l Ffh 
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shoM, after it has been signed at the foot hg his subordi- 
nates^ be made over by the bead postmaster to tbe deputy 
postmaster or liead clerk, as tbe case may be, wbo will 
file jt in tbe guard-book for the General File and will 
be responsible for keeping tbe book complete and in good 
order. 

(d) Guard-books containing circulars should be kept on the tables 

of officers concerned, so that they may always be accessible 
to themselves or to other officials of the office who may 
desire to refer to them. 

(e) The head postmaster should satisfy himself, by periodical 

examination of the general guard-book and of the depart- 
mental guard-books, if any, maintained by head clerks, 
that each is complete and up-to-date. 

f/) Whenever the official responsible for the maintenance of a 
circular guard-book is for any reason relieved of his duties, 
he must make it over to his successor in the presence of 
the head postmaster, who should make a note of the trans- 
action in the postmaster’s order book. 

(g) For sub-offices; ordinarily only one copy of each circular will 
be supplied and all the circulars received by each office 
should be kept together in a single guard-book after being 
signed by the siib-po&tmaster and the other officials of the 
office. 

(4) In the case of R. M. S. officials, copies of circulars will be sent 
direct to Superintendents for their own office and for distribution to 
inspectors, record clerks and sub-record clerks in the Division, 

(5) Postal notices will be issued apart from, and not as annexures 
to, the Director-GeneraFs circulars; and, except in the case of certain 
large head offices selected hy Postmaster-General, only two copies of each 
such notice will be supplied to a post office, one for exhibition on the 
office notice-board and the other for record. To each mail office, only 
one copy of the notice will be supplied for exhibition on the office notice- 
board. 

ISO. Postal notioesand advertisements.-- (1) It is the duty of the post- 
master or the official in charge of a mail office to see that every postal 
notice received is affixed without delay to the notice-board, and that, 
in the case of post officewS, the spare copies (if any) received for circula- 
tion are circulated by the postmen for the information of the public. 
It is also his duty to see that all notices and advertisements are 
removed directly they become obsolete, and that any revised notices 
or advertisements received are at once vsuhstituted. The notice-board, 
headed with the words Postal Notices ”, should be hung in a conspi- 
cuous place in the verandah or outside the office, hut in such a position 
•that the notices will not he exposed to wind or rain. 


Ik 
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(2) Revised editioBs of the and Telcgmidt Guide, lor sale to 
tlie piiiilie, will be received by head offices aiid selected sib-offices and 
iiMill offices from the Block Depot accompaoipd yifh priiiied acivertise- 
meiits which shmihl he affixed to the notice-board. 

151. Explaimtion of rales and cirattla^.-~-Tl!e postmasier or m'cud 
cleik, as the ca^e may be, must satisfy himHell that the rules are 
understood by the officials of or attached to his office, aod he i'- expected 
to lake pains to instruct them re^mrdiug any points on which they 
aie not cdear, particularly when changes are ordered, On receipt of 
a ciiciilar or general letter, the postimisfer (w record clerk must explain 
its !!it*ainiig 10 i!h‘ cdlnialN mentioned almve and then recjiiire each one 
of them t!) pLue hih signature below the lolloping uuiifieate tthicb 

le* viittefi iui the eiieular oi nenerul letter it it is not ulmidy 

piiiiled t!ieie<m: ‘‘ TliR ha^ been thorouglilv explained to 

me liy the ^ perfectly understjunl its meaning/^ The 

ciieiilar then be initialed by the po^tma>tei or lecoid clerk otid 

filed. 

Note.— I t any sorter, mai! p;uar(l,yan peon or porter is preeliicled by liisdiitiw 
from atte^nding the record offit'e diiriim hours oi nork, the head stntei oi ilia 
iibpeftor must cKpiain the meanan'’ el the circalar or general letter to him «kI 
obtain hi^ iialiaK tiftreon, the ctotiheate rel(>rred to nlirae hemg Modified mcord- 
inuly. Tln‘ head sorter or the inspector should also initial ilm cirriilar or general 
letter in token oi hating explained it to the official concerned, 

152. Praductlon of records before Police or Excise officer.— fl) 
Recoids oi a |KHt offi< e or mail offiet^ should be jirodneed, and intbimatioii 
availalde in tiiem should be given, on the written order of any police 
oiiiix‘1 who i*. making an investigation umler ihe rriwiiial Proeeilure 
Code, or oi any Excise olheei empowered by a local llovermiient or 
Administration 'to investigate oft>m*es punishable under any Excise Aid, 
but only those entries in the records should be disclosed which relate 
to the pel son or peisons charged with the ohenee under invest igatioii 
or ubicli me lel^^vant to that offence. In any other case, the official 
Hi fhaine oi ilo* office should, without delay, refer for orders to the 
Mead oi the Cinde, uho w'ill deeide whether or not, under section 124 
ui the Indian Evidem*e Act, T of 1872, the information asked for should 
be withheld, 

(2) When the information asked for by a police or an Excise officer 
is not available in the records of the office (‘cmeeraed, the police or tlit 
Excise offi(‘er should be informed aiwordlngly, irrespective of the cpies- 
iioir whether the information, if available, might or might not be 
given. 

Exception.— This rule does not apply to the produetian of telegraph m«8age 
drafts which should only be produced under the rules on the subject in th# fmi$ 
md Telegraphs Manual^ Volume XL 
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,168‘ CircBlaxs mlating to lotteaes.— (1) The following explanations and 
instrnctioxis are laid down fox the information and guidance of the 
.■•officials concerned in discriminating between articles which are, and 
those which .are not, '' circulars relating to lotteries within the mean-, 
.ing of rule 37 of the Indian Post Office Rules under the Post Office 
.Act. 

(2) The law on the subject of lotteries is thus laid down in section 
::2d4:A oi thB Indtmi Penal Code:-—- 

294A. Whoeyer keeps any office or place for the purpose of draw- 
ing any lottery not authorised by Government shall be 
punished with imprisonment of either description for a term 
which may extend to six months, or with fine or with 
' both; 

And whoever publishes any proposal to pay any sum or to 
deliver any goods, or to do or forbear doing anything for 
the benefit of any person, on any event or contingency 
relative or applicable to the drawing of any ticket, lot, 
mimber or figure in any such lottery, shall be punished 
with fine which may extend to one tlioiisand rupees; 

■and the rule of the Indian Post Office Rules referred .to above, which 
ha.s the, force of law, prohibits the transmission by ■ post Af circulars 
relating to lotteries and directs the ■ interception and return to the' 
senders of postal articles which are actually found, in course of trans- 
mission by post, to contain such circulars. ■ ■ . 

(3) A lottery has been defined to be a distribution of priizes by lot 

or chance, and any scheme or transaction in which chame form.s part 
•..of the consideration hargained for,, is frimd facie .a lottery, irrespective 
of whether the transaction is genuine, or vsrhere or by whom it is 
carried on. This definition includes lotteries and raffles of all kinds, 
'Bchemee ..for investment in what are known as Premium bonds and 
■the like, ■ ' 

■:' . (4) As to what constitutes circular relating to a lottery,' any 
paper, pamphlet, etc., wffiich contains a notice, announcement, or 
advertisement mentioning the terms, conditions, or other particulars 
concerning a lottery, and is used with the intention of advertising a 
lottery, should be regarded as a circular relating to the lottery. As an 
• exception to this general rule, a newspaper or other periodical, with 
the offending advertisement appearing in the body of the paper, should 
not he so regarded, provided that the paper is distributed in its ordinary 
form and in the ordinary course of business. 

HotE.— "A premituft bond or a letter, report or other cx>iEinnnicatioii addressed 
to the holder of & pemium toad in regard to prisw drawn by him is not ,a circular 
itolating to a lottery. 
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(5) The following examples illustrate the application of the rule 
mentioned in the preceding paragraph :~ 

(a) A pamphlet containing an advertisement regarding a h>ttery 
is a circular relating to the lottery. 

(5) A supplement to a newspaper not ordinarily attached to or 
used in conjunction with the paper, which contains any 
such adverti-sement, is priind facie a circular relating to 
a lottery, whether distributed as an enclosure to the news- 
paper or as a separate article. In the former cane, the 
newspaper itself is liable to be intercepted and returned 
to the sender. 

(c) When an advertisement of the kind referred to appears in 

the body of a newspaper, and the newspaper is distributed 
by the printers, publishers or newsvendors in the ordinary 
form and in the ordinary course of business, it is not a 
circular relating to a lottery. If, however, a newspaper 
containing such an advertisenient m distributed witli_ the 
primary object of announcing such advertisement, it is 
a circular relating to a lottery. Irrespective of whether the 
advertisement appears in the body of the paper or on a 
supplement accompanying it. 

(d) A lottery ticket or a raffle ticket, or a book of such tickets, 

is a circular relating to a lottery, if it_ contains or is 
accompanied by a communication or advertisement of any 
kind relating ' to the transaction. Without such com- 
munication or advertisement, the ticket or book is presum- 
ably net a circular relating to a lottery. 


IM. P(sta|e stamps, coins and other articles of value found in a 
letter-box or on a counter.— (1) When postage stamps arc found loose in 
e letter-box, endeavour should be made to identify the^ articles from 
which it is probable that they were detached, and failing identifica- 
tion^ the postage stamps should be defaced after being affixed to the 
■error book in the case of post offices or to the daily report of the set, 
in the case of sections and mail offices. If any empty unused envelope 
with postage stamp or stamps affixed to it is found m a letter-box 
or on a post office counter, ^e portion of the envelope bearing the 
stamp or stamps should be cut off and pasted to a page of the error 
book in the case of post offices and to the daily re^rt, m the case of 
11 M S offices and the stamp or stamps defaced. If any nnused post- 
card empty unused embossed envelope, stamp booklet currency note or 
ISrent win is found in a letter-box or on a counter, it should be shown 
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to tlie' postmaster aD,.cl its value credited to Unclassified receipts In 
tlie E. M. S., tlie article slioiiid be forwarded witli its description with 
the daiU report of the set concerned, and the record clerk should then 
transfer it under receipt to the local postmaster for disposal in the 
iiianiier mentioned above. Other coins and articles of value so found 
should be made over or forwarded to the postmaster in accordance 
with the procedure described above, and if they cannot be brought to 
credit at once, they should be kept in his personal custody and orders 
regarding their disposal obtained from the Postmaster-General. 

(2) All applications from the public for the return of articles of 
the kind mentioned above or for a refund of their value should be 
submitted for orders to the Postmaster-General with a report of the 
facts of the case, either direct, in the case of post ofldces or through the 
Deputy Postmaster-General, in the case of the E. M. S. 

155. Half-yearly enumemtlon returns — (1) During , the second week 
of the iiionths of February and August of each year, i.e., from the 8th to 
the 14th, both days inclusive, an enumeration must be made daily by 
each postmaster of the number of ordinary unregistered articles of the 
letter mail given out for delivery to the postmen and village postmen 
and from the window. A similar enumeration should be made by, each 
head sorter, E. M. S., of the number of such articles delivered by him 
on each of these days without the intervention of a post office." The 
difierent classes of postal and telegraph service articles of the unregis- 
tered letter mail should also be counted separately, and the total number 
of articles of each class should ' be ' shown in the enumeration return 
against the appropriate head. Pulh instructions for the' preparation of 
the return are given in the form prescribed for the purpose., ■ 

Note. — A rticles e,iiciose(i in District officers’ post bags should be taken into ac- 
count and included in the returns of the offices making up such bags. 

,,,(2) In post offices, . a copy of the return should be forwarded by' the 
mail of the 15th (a)' to the Postmaster-General' by each head' office and 
{h) to fe head office by each, sub-office. The returns oU subordinate 
offices should be fo,rwarded, as they are received, to the Postmaster- 
General or to the head office, as the case may'require. . . 

(3) In the E. iL S., two copies of the return should be filled in 
by sorting mail offices. One copy should be filed with the work-papers 
of tlie office and the other seat to the* Deputy Postmaster-GenexaL 
Eiuli set of a sorting section should submit the original enumeration 
return to its record office along with its work-papers for each trip, and 
at the close of the enumeration period, the record clerk should prepare 
from these enumeration returns a consolidated enumeration return in 
duplicate for each section, filing the original in his office and forwarding 
the duplicate io the Deputy Postmaster-General. 
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(4) f lie statistics of the Department are'- compiled from these returns, 
and the value . of the eiiimeratioii depends upon .the intelligence and 
accuracy with which it is made. ■: Postmasters and head , sorters . are, 
therefore,, required to give personal attention to this. wwk. 

156* SjMBimmt and' inspecitioii of mcmds — (1) The ' records of an 
office must he arranged systematically, in almiralis or, on shelves,, the 
records of each class of business being kept separate. Books, accounts, 
'journals, biinclies of lists, etc., should.be 'labelled with the name of 
the month and year, and the almiralis or shelves containing them, with 
the names of the hooks and documents which they hold. The work- 
papers of each section should be kept separate and the almirahs or 
shelves co.nta.'i!iiiig them should be labelled with the names of the sections 
the work-papers of which they hold. 

(2) Circulars and general letters should be filed in convenient-sized 
guard-books, care being taken to correct or cancel previous circulars and 
general letters, when necessary, on receipt of subsequent ones. 

(3) The postmaster or record clerk should, at the beginning of each 
month, inspect the records of the office and see that they are kept and 
arranged in accordance with the rules. All records which are to be 
destroyed should be torn up in the presence of the postmaster or record 
clerk who should sell them as waste paper to the best advantage as 
speedily as possible, the previous sanction of the Superintendent being 
obtained by record clerks. The sale proceeds should, in the case of post 
offices, be credited to unclassified receipts and in the case of record 
offices, be paid in to the local post office like other miscellaneous receipts. 

157. Office order book. — (1) Every post office or record office must 
Iteep an order book in the prescribed form in which inspecting officers will 
record their remarks and orders. The postmaster or record clerk is 
personally responsible that any action required on the part of his office 
estahlishment by the remarks or orders of inspecting officers is promptly 
taken, and he should without delay take any action that may be required 
on. his own part. 

(2) The order book must be kept in the personal custody of the 
postmaster or record clerk who should see that it does not get damaged. 
Each order book has 200 serially numbered pages. The wilful removal 
of a page from an order hook will he regarded as a serious offence and 
render the offender liable to dismissal. ■ ’ 

Note 1. — In the case of a combined office, when remarks are written by a tele- 
graph officer in the visiting book, a copy of the remarks should be sent at once by 
the postmaster to the Superintendent of post offices for information. This does 
not apply to first class head offices. 

Note 2. — An office which is a sub record, office, and therefore a mail office as 
well, should keep only one order hook in which will be recorded the remarks and 
orders passed on the office in both of its capacities, those relating to it in each 
capacity being headed, respectively, As sub record office and As mail office 
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1S8. Pr(iecti« establislmeEts tmm pla^oe.—In order to protect 
tlie establislimeiits of post offices and E. M. S. from plague as far as 
possible, the following procedure should be carefully observed: — 

(fii) In the case of offices in small towns and villages, when dead 
rats have been found in the office building during an 
epidemic of plague, the official in charge should remove 
himself and the whole office from it immediately and even 
have a hut constructed for the office, if necessary, without 
waiting for previous sanction from higher authority which 
should be applied for as soon as possible. 


[b) In the case of offices in large towns where it is not possible 
to vacate the infected building and remove the office to 
another building or into tents or to construct a temporary 
hut for its accommodation at a moment’s notice, the official 
111 charge is allowed discretion to make the most suitable 
arrangements practicable until he can obtain orders from 
higher authority. If orders can he obtained without any 
delay (as in the case of town suh-offices) they should he 
applied for at once before taking any action, and it will 
be the duty of the higher authority, on receipt of a report 
that dead lats have been found in such an ofl&ce building, 
to give his immediate attention to the matter and to issue 
clear orders on the subject and take all practicable measures 
at once. 

Note.— In the B M S , the Superintendent oi the Head of the Gncle may at 
Ms discretion, order the removal of a rest house or mail office fiom a plaiige- 
infeeted area to some other station 

189. T'TanOTissioii by po^t of office files for and from oertain high 
officers of Goferamieiit while on tour — (l) When anv of the offic (^rs named 
below is on tour, office files for and from him vill be tiansmitted through 
the post in leather pouches, which will be posted, as oijicial registered 
fareeh, by his office at his headquarters station or by his camp office at 
the post office of the place where he may be: — 

(a) The Hon’ble Member of Council in charge of the Department 

of Industries and Labour. 

(b) The Hon’ble Member of Council in charge of the finance 

Department. 

(o) His Excellency the Governor of the United Provinces. 

(d) His Excellency the Governor of the Punjab. 

(e) The Chief Commissioner of Eailways, 
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The pouches will bear two lablcs, (e) mi adtlie^ label, fallowing 

the adciressee^s iiauie aocl acldres*^, and (iij a tagged Likd m the followiag 
form:— 


I Tu fm fiifii fmm mfk hih r l/ii . 


8 PEI IlL UMi 


Ti 

(|K st-O \UM 1 It 'iinh I j 


The postage on the pou<h will be piepaid by meaiH of seiviie post ago 
stamps afe\ed to the addiess label and, to siue Rs. ;y44l will 

he piepaiil in o?a?// instanie, that is, the ihaig’eable leitflit will be 
assumed alwajb to be 1100 tolas, on ulthdi weighi Ms* l-llMI [Hisfage, phi 
a legistration tee of 2 annas, is due 

(2) The post ofree at wl4H‘li a pomh is j)o4(d— and thene pouches 
may be posted ai au\ post (dla e-*shmibl deal wiili il as follow^s: — 

h) The pomli should be leiened and booled in the usual way* 
as a iiilly prepaid oihcial legistered paieel. 

(b) The date-stamp ot ihe oiia*e should l>e imjuesMsl m the space 
provided loi the piiip^sse on the ta<igHl label, and it should 
be seen that tlie posi-town of destimiiion Iuh been entered 
on this label 

(<) The pouch should then be tianstcuied iimlei leeeipt (to bo 
ialeri in the panel ubsiracd) to the mail depaitnient of 
ihe office. 

(3) Theieatiei, and Ihiouchimt its iiansil tliioiigk the post, the 
pouch should be luxated as a spaial hatj. It is llnamjhout h he $$nt 
bij Jetfet post, uUhoiif benuj inclosed in any baip and on arrival at 
destination it should be deli\eied at once to the addressee, whose receipt 
for it bhould be taken on the >pecial mail list. 

(4) Ab these pouches will, in e\ery ease, bc‘ addresbed to a spefiied 
post-town, DO reiei elite to a progiamme of ihe iiiovementa of the offiftr 
concerned will be necessary. 

ISO. TfeaYellinl allowaiioes of nonria^setted offlcew*. (1) The travelling 
allowances of officers whose pay is drawn on establishiaent pay Mlli 
should be drawn as follows: — 

(a) In the case of officers on transfer the head oostmafttoi’ or 
head record clerk, as the case may be, should make omt|, 
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in tlie pi escribed form, a general trayelling allowance bill 
not oftener ilian twice a month to include the travelling 
allowances of all officers transferred to offices within his 
jurisdiction. The geneial travelling allowance bill should 
be piepared -with the help of the following documents sub- 
mitted by the official concerned, transit memo., 

charge reports, and last pay certificate, and in the case 
of claims for family travelling allowance for a journey by 
steamer or railway, the certificate that the persons for 
whom travelling allowance is claimed are members of the 
tiaiisteirod officer’s familjn 


(b) Tim tiavelliiig allowances claimed by officers on iouf will not 
be included in the general travelling allowance hills 
rofeirecl to above; they will be made out on a separate copy 
ot tlie same foim by the head of the office to wffiich the 
official claiming the allowance is subordinate, and this form 
will, after countersignature by the proper authority, be 
sent to tlie head office or head record office concerned for 
disbursement. 


The travelling allowance bill of an Inspector of post offices or an 
Inspector, E. M. S., and his peon for journeys on tour will also be pre- 
pared by the Inspector in this form and after countersignature by the 
Supeiiutendent will be sent for disbursement to the postmaster or head 
record clerk concerned. 


(2) In the Post Office, the amounts drawn in travelling allowance 
bills will be cliaiged in the accounts of the office to tlie head Bills 
paid ” and should be disbiiised to the ofiicials conceincd, their receipts 
being taken in the iorni of the acquittance roll. Travelling allowance 
bills will be forwarded by the head postmaster to the Audit office with 
the schedule of ‘‘ Bills paid ’’ in which they aie entered. 


(3) In the E, M. S., the head record clerk will prepare bills for 
travelling allowances to be disbursed by himself and by the record 
offices and sub-recoid offices in the division. These bills should be 
disposed of in the same way as other bills cashed in the head post office. 


(4) If any payment is to he made from a subordinate office, the 
head postmaster or head record clerk, as tlie case may be, will send 
an acquittance roll to that office containing particulars of the travelling 
allowance to be paid by it. 
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UiSPitSAL OF scRPLrs rNrsi'AT* jnos, 

(?) Du-eH, eirhanijfv hcfinrit Pi-esidrnri/ rilftrrs and affitr pihf 
offirea, mail ojjieeo, find xcrttons of fha U. ,1/. A'. 

NB —i'oT Ike pmptM of ruin ill>} fo JCti, ihr Itnq'um /k. 1 optn anJ 
(he IToiiroli, Hmldalt, Mmlra , llnmiouti nm/ Kaliian 21, M S. i ’J offnn urr 

tfmfed aR FresuUtun jmsi 

161 Prepatioii of ooiisoal ba^ iwoloe^'-fli Jo reyuLir flap 
iicToimt slioiiLI inaintuiiiMl jor bap ushI lot iiiiiisiial wail m- 
eliaiipcl (lired betwwii Prosidary pr^t offices on llie nm liaricL ami 
otlier post offices, mail [offices, ami scdions of the IL M. H., on the other* 
Snell hap slimilcl he retnimal «lailv and aceonnted for in aerordaiiee witli 
the pro(‘ediire deserihed in ihe folhmin|]p rules, 

(2) A post office, mail oflhe or sedion despaiehinf; iiiuisiia! iiuiik in 
its oirif hftq^ slionld prepare ail nmi-^nal Iny invoice in the piMcriheil 
fonn, ill diiplieaie, in its mn Ixad: of nivohes, deiaeh the iiivoiee frimi 
its eonnierfoil, and enelose ii in llie nnnsiml hag despalelieil, or, il more 
than one hag is despatdied, in one of these hugs 

(iU fii Piosidemv and other ver}" larjLje post otliein, sejwisite iimitie 
hooks may he kept in the different departments and alo lor ilespatrlies 
made at different periods of the day. In smaller post oflifes and mail 
offices and in sections, one invoice hook for all the dcHpafclies mill 
ordinarily suffice. 

(4) Whenever a Piesideney post office iism a ilosufi hag as a iriveriiig 
for a icgisiered Inindle despatched, it should piepui(» an iiiinsiial hag 
invoice and place it in the hag jnst if il mere an imiioifi} iiiaiL 

162. Reton of and invoices.— When a post olluc or mail ofhee 
receives im iiinisiial hog or hags Inm aiioihcr ]aisl ofliie or a mail office 
or seitimi, it shoitld check the entiies in the iinnsiial hag invoice with 
the iiiimher of iiiiiisual bags recened, stamp and initial lom’er portioa 
of the invoice tonn and retnrn it the hunie day hi/ prsi mci?, along 
■with tlie nmisnal hags invoic’ed therein, to the despatt liiiig post office or 
mail office, or, if ii mas received from a section, to llio record office 
eom*ernf‘d. A section receiving iinnsnal hugs fiom Fresideney post 
offices shonld follow the same piocednre e\i‘epi ihat tlie hag.« received 
on the 0?d trip ^hollld he placed in the spare hag provided for thi 
purpose for return on its In trip. The hags io he retiinied niay 1» 
forwarded either empty or with unusual mails, in ofTordaiice with the 
following instrnctioiih: — 

(fi) Bags received from a section must invariably !)e lefirncc! 
emftjf to the record office of the section criiicerned, 

f5) 111 other eases, the hags to he returned, or anv of them, may 
he used for enclosing unusual mails foi clespatcffi to the 
post office or mail office from which thev were ^receivedi 
provided that this can he done at mee. If this csiiiot 
he done, the hags must he returned empty. 
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(c) When bags to be returned to a post offi.ce or mail office are 
used for enclosing unusual mails to tliat officOj the invoice 
to be returned should be enclosed in one of the bags 
attached to the paicel list or registered list, as the case 
may be, and a note should be made on it showing how many 
of the bags to be returned are being used for enclosing 
mails and how many are being sent empty with the mails. 
The empty bags should also, if practicable, be tied up and 
plated in the bags containing the unusual mails. 

(rZ) When bags aie letuined empty, the following procedure 
should be followed: — 

(?) If there is only one empty bag to be returned, the unusual 
bag invoice to be leturned should be placed in it and 
the bag should he labelled and forwarded to destination 
as a packet hag duly invoiced in a mail list with the 
abbieviation S. E. (surplus empty) noted against the 
entry, eg., an empty unusual bag returned by the 
Surat post office to the Bombay &. P. 0. should be 
shown in the mail list as Surat to Bombay, 1 S. E.’h 

(u) If there are two or more empty bags to be returned, one 
of them should be used as a sack to give cover to the 
oiher bag or bags and the unusual bag invoice should 
be placed in it. The outer hag should then be sealed, 
labelled and forwarded to the office concerned duly 
invoiced in the mail list in the manner described above. 

(2) Unusual bags returned to a Presidency office should also he 
labelled with the name of the department {e*g., Inland parcel depart- 
ment, Sorting department, etc.), shown on invoice with which they 
were received 

(3) Surplus empty hags should, as far as possible, he returned through 
sections \sorking on slow trains. The empty foreign mail vans return- 
ing weekly to Bombay should also be utilised for this purpose whenever 
this is practicable. 

163* CMok of unusual bags and. bag invoices.— (]) An unusual bag 
invoice received back by a post office or record office should he checked 
with the number of unusual bags received back and the invoice should 
then be pasted to the edge of its counterfoil in the invoice book. 

(2) The blanks in tlie invoice bonk will alvays show at a glance what 
invoices have not been received back. Once a week, the book should 
be examined, and if it is found that any invoices have not come back 
which have had plenty of time to do so, they should be called for in 
the prescribed form of reminder. 

coniterfoils of iiiuistial bag Invoices despatched by a section should 
be removed from the mvoioe book after each trip and hied separately in the record 
office 111 order to admit of their originals being attached to the counterfoils when 
received back by the record office. 
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(2) Other erehangn. 

164. Unusual bag aocouni— (]) In post ofiins whidi i*\f I! ail*^ 
tlie B. M. S.^ an atsoaiit slirmld ba Lejft li\ tlip imiil iti 
tlie prescribed fonxiy oi ilie iniusual, iusiocil mil e\tia lw|£S tie-piitclieci 
and leceived eaeli dav to and from eadi laail ofliu anil tlie ^eitioiw 
micler each reeoid offiie, a sepaiale aecoinit Lapt ^itli cmiIi lefoid 
office. The Postmaster-GeacKil may also oxdei piht oilnt io leap 
mmsaai bag acHoiiiits other pint offiies, \riteii niiiiHiml hai’n aie 
frequently exchanged; and where this is ordeiech e\iH\ post othee 
required to keep the account should ha%e a i^ieparate afc‘0!iiit wiib each 
other post office eonferned. 

(2) Til the M. M. H , a snuilar acimint be kept li¥ csidi imird 

clerk oi the above classes of bags despatehed sind leieuei! eadi da} by 
all the sections attached to the lecoid ofhre to and iioni p<wt offiies 
and the sections and mail ollnes undei othei reiord offices, a separate 
aeconnt being kept with eadi such post office and rH‘oril office* lit 
unusual bag account should he (ompiled from the details on the iineis# 
ot the mail abstiact. 

(3) The dates entered in these afcouuls should aluiws be the dates 
of despatch of the bags and not, in the laise ot receipts, tin* liiites of 
receipt. The aeioimts for each month should indude all the iinitsuali 
insured, and extra hags received and des(wtdi(ul hv the post offue, or 
by the sections attached to the icford office, dm mg the riiontlp (to the 
8th, 16th and 24th of each month, the aciouni of bags im»i\ed from, 
or despatched to, each post office or record office dining the picfcding 
week, should be totalled and the number of bags of each dc^ciiptioii that 
may be found to be due to the post oifue or record office, should be des- 
patched to it on the same dar together with mi inroiee giving particiilara 
of the bags despatched. Tlie entries lelaiing to the weekly leceipts 
or despatches of empty bags at foot of the form of unusual bag account 
should be filled in as invoices are received or despatched. 

(4) In the cose ot bogs rcceiuHl from R. M S. ollNCH^aiMl ^istioiis, 
the dates shown by the date-stamp on the reginterc^d list should be 
taken as the dates of despatch to be entered in the aceouni 

(5) The name of the record office or suh-recorci office to which each 
section is attached is given in the QmiHednJjd. The toTW reiciid 
office as used in the rules under this section includcB ‘ huli-ifcord 
office ’b 

(6) The postmaster should see that the unusual bag m count Js 
maintained by the mail clerk properly and (orreclly. He iiuist initial 
and date the entries in the bag account da%ly in token of having sstisfiei 
himself that the account is kept regularly. 
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ISS* Clearance of iiMsual ba^ aecoaRte*Hij On tlu^ hi i?t every 
nnjiitii or as ooji a** ali tlio de^patOies made to '^eolioiih on tlie last day of 
iljf piertnliiic inoiitii lone been enieied iu tbe tmiibiiol bag’ account^ tlie 
af'ffiiiijl witli unli pu^l fitliee m leicnd oifue fur tiie wliole of the pre- 
0‘cliiig iiitiiilij Hliuiiid be lobilletl and b<daneed, and if tbeie is an excess 
ul bag^ (li yftiit hpil in aiu ra^e, a ^uiplns bag advice in the pres»- 
eiibod lonii Nlioiibl be •.fmi at ome to the office t'onceined, calling for 
the ^ii!p!iis bag*! ibat din ^till due tnmi it, the date oi the «aclvit‘e being 
noted ill uhI ink a! loot ol the aoeouiiL If, on the other haiicl, there 
is an execs'! oi hags iprnneil, tbe mipbiN bags that are still dne to be 
retnined siiould be lonuuded on the same day to the post office or 
rnoid ofiica‘ lugether with an in\oi<e, gi\ing particulars of the bags, 
and a surplus bag advice. It the lotals of receipts and despatches 
exactly balance, the advice should nevertheless be despatched with the 
paTliciihm dulv filled in and the word “ iXil written in the place for 
the eriny oi balance. 

(2) When an aisoimt has been cleared, it should be signed by the 
postmaaier or deputy postmastin* or by the record clerk, as the case 
limy be, and filed. The surplus l>ag achii es received from post offices ancl 
record idficeB slioiibl be filed uith the ticcouiiis to which they relate, 

(d) It will oiien happen that the ^<mre acsoimt will show a balance 
of excess despatches of canvas bags and excess receipts of dosufi bags, 
or ince rersfh In studi lases, the bag advice nIioiiM call for the surpms 
bags hedd by the other offic’e, ami at the same time advise the return 
oi the surplus bags to be sent to that office. 

166* Manner of desptch of surplus unusual bags.— (l) When suiplua 
UfUisiial bags are retuiised to a po^t office oi a lecord office, the following 
piouuhire slioidd be followed: — 

(/i) If onl\ one empty bag is to be returned, the bag should be 
lalielled and foruaided to destination a packet bag duly 
iiiuubed f|i MM H a \h\i tl e aid m u.r am S. E. surplus 

I II pH I moed a.,, ' nc n V \ , 

\h) [i tvo or wore bugs aie to be lefurned, one of them should 
be used a -^mk to f*o\er to the other bog or bags. 
Hilt h ac dionbl be vealinl, labelled and forwarded to 
the ^ iffi t uaecufuM buobed in the mail list as packet 
bag^, 01 the iM.J ?iei desmbed abene. 

(2) The pioceduie laid down in the preceding paiagraph should be 
followed both by office'! uhirli keep unusual bag ue«‘oimts and those 
which do ind. Wlieiiever suiplns uniMial baus aie letiirned to a post 
office or record office, an invoice stating the inunber of bags returned 
slimibl be placed inside the bag or sack. 

i;]) The pToeedure presenibed in paiagra]>h {^) of rule 1l:)2 applies 
also io surplus empty bags returned under this rule. 
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Uh\fv\h 

Riles, Palh 

167. Kilim of , . . * . , . , 

Ifrf. C\Mi|M*rjtioii o! ui^uKiifg nfliui , , . * , , 

Ifll Efiipb\iiieHt of i!jo toloijraph 

170. Oil!} impiirlant *,is(* to h ufiOifnl . . , . -IH 

171. l)is|Hhal (4 fo Oh bv |M)4iiusteis . . * ... 

172. (’riiiiinal |in>c 1 1 01 

173. lotion to be Uk*n ros|4utiit^ of^oinbr ..... bi- 

174. Liimk of Supo?mtoodoji1\ }inn!i( fioii 112 

17o. SnbmissHm of lopoits to ilu lit ad ot tk* (bub . . . . b2 “91 

170. Subiiiosion ut it polls to tho Ihu i loilxofo i al . , . 91 tIC 


(Asm «)i Hit HH n i obw f\. 

177. uiblM*!} to In* HptotMl 

I7?<* Cbmioiits ol mail to f*t .Mtir.uritd 
17*1 rndiH* iiiion tti any ollke 

180. hiiiit liiueiiduii to piotouHo tlit pot 
ISl. Pieiimimu) imestigatioii by Jinpottor 

182, Postmaster md overwer to assist tla eie|fiii,\ 

183. Deposition of iiitnesses to 1 m‘ lecoiilMl 

181, Jaieiitory oi rtnneuHl aitiibs 
Ihl. Ait»l«s siibhcspieiiil;) recovered 
IBIi Disposal oi reeovertd arinies 

187. Distrift iiuthoritiea to k intormed 
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CHAPTEE 8. 

I\VLSTlfiAllH\S. 

i^lMUU Kl llS* 

167. Nature §f ImestiSatious.— 1 Ih^ iiMina m 
<leal with iiiio of - 

ffl) «»1 iht >«!,}!!; 

ih) fiii-fi'- or Ifw-i oi, ui f.nupriiijo ah\ jMotal ailicli^ or Imir; 

M| linti a ini appiopi latiou of tio niiinint n omn m iMad^ lu 
I ufiiitM lion with nioijM oultu , NjUiJi,^ laiil auiaiiit'* nr 
t thin po-nial i lan^ a ^ ffoa ; 

{fl) Diiiinr intrulaiitia--, i *j , uiis^eiKlifitf, i!n\ili4i\aii uinl ilaliy 
j{ tla* I i td aitidc*^, 

'i) Their ill-inn Itoiis ate iiieaiit Kitliei fo tiuiii iti pre^ilila? 

list* priHLuiiiie to he hillo^^ed in < ondtiefiiig eiHpiii its, It U iioi iiitiniiltHl 
fliiit llm slioiilcl lie adopinl cn lui lisai iahlt* lulo ol niiMkof iiiider all 
i‘Iu nmsiaiiuK, Wide ds-uotitHi itnst, rd iiHesnfj, be ifKiflims 
I niidiiotiiip! riiqiiiriei, \^1io liioiild ioudii\ tlie-t*- iitsti w tici!i;5 mliere tliey 
iiiappliealilfs and luppleiiieiit iheiii uln^ie tlie} aie iisiiffieieiif* 

(3) Notliiiig interferes uioie nith ib* sime-iH of iiti iinestif^afion llutii 
an iiiireasoiiin^ adlu*it‘iKo to a lived touise of aeiioti, and t1ie iic!fi]dioii 
(d a STSteiu of nieie loniiae (oiuspoiideiN e nitlt ii> attendaiif loss of 
\alua!ile tiiiip. Promptitude in seiziufr every opportiiuify wliicli may 
alloid a clue to the di^csoeiy of ilu* aitiele or llie deteftimi of 

the friiiiiiiaP the evtueise of jud^uumi in tleteimiiiiiiir the direitkm ami 
iiiotle ill wlihdi. to pioseiniie empiiius, am! eiuupv ami care in iollomTi|r 
up the iiive-itii^atioiis, aie all neeessaiT to sueeeM, 

188. Co-opemtioo of superTOmif officers.— 1 1 Wliea onphioii ie4i on 
tii«‘ e-ia!disliiiiei!t-> of n*uoal oilat% leitiou'- or mail liiio'i \i!iielt aie 
ma iiiidei (1ie nuiliol of the same SupeiinteadeuI, it is nuy impoitant 
flat dirts t i oiiiimiiih atimi should he kt‘pi up between the dilferent 
(dheials (*linim‘d nith the loiidud <d the eiK|U!i\v If ueeessaiy. the 
Kuperinteiideiiis foi the iiispedms deputtsl bv them| should iiie«4 
toaetlier tor niiisuliatiom Buperinteiidenis and other offners sltmibl 
awdd the tendemy to deteml and eveulpate theii inm ufflees and siils 
ordinates. 

(2) Wlieii a lase lomeinsthe establishments of both the Post fiffiee 
imcl the JL if. S.. the Ruperiuteudeiit who reeeives the first iniimatimi 
should immediately inform the other Bnperinteudeiit (‘oiieeriUHl of the 
oeeurreiiee ; and an enquiry should he made in close eo-operaiioi bftweea 
the offieeis of the Post Office and the E. M. S. 
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169. Emplojiiaiit of the telegraph,— -Di-crd i\ given to all officer^ 

io iiiaLo iiM oi Ik loJoaiapk it they r on^icler iliat its use, in giving or 
old r po-Nible infonnatioa, will be of advantage in tlie 

fii an C!ir|iui;\; kit d> fat cA possible all telegrams slionM 
lie* veakd in affouhnro vitls flie f(h giaphie Mnmge Code. Wliere 
if slabd ill tills Hia|tet lliat lele^ianis should, in eertam (a^es, be 
H*iii to foiidiii ofmails li a not iiiteiided to limit ilie use of tlie tele- 
giapli lo eoiiOMinni alioii'. V nh ilie ofhnaK sponfiod. A Riiperiniendent 
or otlti ‘1 fdliMu ]iia\ leltui ndi to any person, vlieiloT belonging to the 
]iost ofliii 0 ! iiol, wh) md\ be in a position to afford help or supply ^alii- 
aide uiioiniaiimi At ilie Ninie time offiieis who send servife telegrams 
will be held lespoiisible that ihe% do so onlt when the circuinstances 
of the lender swh admii advisable, and that an express telegram 
IS not despafdiid uben an oidinaiv message uoiild answau* purpose, 

Noti — “PArf p! Ill rv spp^'ial uws, to 1)c reported at onee to the Head of the 
Ciwtei BO cfiiiiiiaiim lino, In n«mh or otherwise, should he made to the 
CurreKy Often exit pi Ihiuoih tin Ihid of the Cirrle, 

170. Only ImpfteEt cases to be repoi^ed.— (1) The following easee 
should ciKuiys be if*ported to the Head of tbe Ciirle: — 

(a) Iligliuar roblerie^ and attempted hialiway robbeiies of the 
mail, 

{h) L<H^es of iimils. 

(e) (bisiM ot knm bumking and theti in wliidi Iciss fo Govem- 
iiieiil is iiAolved, 

(rl) Puses of liuud and oi lo'^s oi misappio|n!aiioii of Itoieiii- 
men I money. 

pf liiipfopef Of ft iiidolHif eti of podage stamfA, 

(/) ol 01 tampeiiio^ legistered artieles oi all kiiiils 

m f * I f ! lu A I vlmb ti looniimeiil 

V toSi i 

|t/ ( oHaioia liHuieii hiioptanH oi ili ncl Indians in 

ubnh po-l i1 otiii lals aie eomi‘ iied 

/ i I ioih oh It t I ^ Mi- 1 uin if > po4 tl official h^ violence 

m iM h 111 

/) \J fMi iUi KA I ^ kiM 0 u >^1 1 the deUMo I f 0 

ol oh h OM I fir (A- I r id hilts and aitatk 

on offo H i \ o i o A 

(/) \ii <ast^ undu Shtoti id cu iln^ Udiu* let 

SoTF 1 -*Wlieii it I knovn dmi % mol hip; hu hua h i Oihn cl siironl !w 
fire, eie., til© Sii|a 1 1 ni mich nt ^hmiid iru© mmadiata inhumatMii h\ to 

the Heart ol the Postal (ode uanunod and imfouapa mails are fonferned, 
the latter nil iioldj iii© loss to the puhlm ihioiiki th^ po^s 

Hot! 3 an iinregiKtered aitnie ei nnj kind rmitauim^ an^tlniig of \alue b 
lost, fart shcmld he npoirtd to the lie id of the Vurh at the foiicliiswn J 
Ihi eiiitiiriea into the C8»» 
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{2) iljM | 4 i\eii iu a SsijH lu clHptj lug ui niiupiaiiilH 

maflf* tci luiii ami iih oli bj bun, biit all ui 
negiipmiia II! liifMib o! nili^ aUamlHl \\iiii bi* 

ie|i 0 it#^cl III Ihf* ill ml ll e tbn Uk Mima nu j i!ai Ja ^ ami f iiiii|iLiiiUi 
liiiiiiiie |iiibli« ui mi" I m miiiflnu) ’ ihbu la tin ifalnei} 

of btta tft, in ih jMi-ui at b\ S daal wiUimt Hfioit 

U> tla Ilf III )l tbr Til it li Ml h Himpbiia^ ua mails iii tla Iir4 
iijslaiii I* ti I H I fa fill lia al « I till I '! Is b Inn U i I i lb«^ 
HiipHiniMfitlsMii II! |m^tina4af b»r iii |hsm 1. m li Im itpait. 

i7i« Dispssal of eases h} s 1 \H i am a^i nim!iiir 

to a psistijiasls*i\ kms^-^bMlpt* ^lioiibl 1 h‘ !s|HMlssi wiilmut siiLs^ tf» ibe 
Po^tTiiaM«n«i H*m ial oi SupaisaisusitMit linsaii^h tia laupH ilianiit^l; but 
iiiiiio! iiui^iiLiiititN, uhotliar (OiiimufsMl b} aiss imiiibu sii Ilia sslhu^ 

Ml imumil to b«i\o bsaa (Misimiusil In aiiv otliai office, 
siiouki iilaicK bo losoiclml in tlo* sino bsssik. 

ii} ( oitiplaifdN hom tlio publis laiouod iliim i in Inst iLis*, liaad 
pihtisumiem oi i oiiimiiiui aU‘d In ihmi '"ubouhimie oitiun not snithoiHacI 
to ikiil \uili < uiitplaiiiis ami (saiipLuiiU ion m si siihii tioin ilw imblm 
by se(oiici rla^s limcl jantmanters ami ‘-Hb-jMsuiiiadeis in tiiif» eWtioa 
grades, ma\ be disposed ot b} tin sdlictis in tin* sune way as by 
♦Siipmiiitfiulentx 

pi) iJomplaiBtw flow tlie pabla leseuesl b\ '"iiihpostinasiehs who are 
not ill tlie s«de(tioii giades ami b} biamli podioanem, must bo asluioW'** 
ledged by these cdlifiah ami bjiwaubsl lo iIh silaom to wlioisi ilie) are 
chieith siiboidiiiate with aii) it mail ^ llial ma\ be csiimideied aeees- 
sal} 1 lie fstlinM-- id nlissm nimplamts litmi the puldit are HniiiiHmi- 
catsHi iiiidei fliH mb wii! i^sm' tin isut^stn ssislms loi the iiumtigaiiou 
ot tlie I tiinpLiiiits. 

172. Criminal prooeedin^s.— liides leaaislnnr soirfimable and iion-tog- 
iiisalsle oltsMicss iintifuf on sd sismnsl imtss-diM^* snaliia ul 
pioHs 111 loin, t nipi ) im lit s*l (louiitimM pbatlem, appliiatiori foi lines 
inijNiMil In sssfiits and piini iiiipswd depaitiiienfall} will be 

ioiiJifi m tlie and htajuiphs I ohtfju ll. 

173* IctioE to be taken respecting alBCondew.— (1) When a waiiant 
issued agiiiiist a poison amiisod lo a Ihisi Ufftee <tmo fatiooi bo oxoiiited, 
tlie Court blioiilcl bo ino^ed In take a<iiuii under sec lions H? and H8 oi 
the Crimma! Piueuhoi ( ode and, wlieu an iiltailiiiient older iiiidyr 
section 8H is iS'^md, the Snpenntendeni sltonld, as far as pc^ssiblo, assist 
the (hunt in tiacing ^dl the piopeil}, imnable and immovable, of tilt 
proclainied peisoiK If tbeie appeals in be no uiiimHluie piospeit of 
iiiiesiiiig the abscoiidei, the Coint should be a’^led to take aetion imder 
section oI2 of the i ode of Vrimimd Fmeahue. The witiiMes on 
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lielialf of tlie prosecution and all tlie doeiimeiits and post office records 
Bocessary to estaMis'li tlie case sliould be produced before tlie proper 
Court, and the Court slioiild be asked to examine tie witnesses and file- 
tlie dociiiaefits and post office records in tie record of tie case. 

(2) III. tie event of tie Court declining .to receive and retain tie 
clotiiiiieiits and post .office records necessary' to establisi tie case, tiey 
slioiiki be forwarded tO' tie Head, of tie Circle for safe^ custody, 

(3) T,i}e Siiperiiiteiident or first class Head postmaster (iiicluding' 
Presideney iXK^^tmaster) .slioiild enquire in January eacli year from tie 
Superintendent of Police of .tie district in wiici tie absconder (n) 
wminiitted ti.e offence and (b) lias iis permanent place of residencej^ 
wietier searcli wuis made for tie offender .during tie past year and 
witli wiat result. He slioiild also iave confidential enquiries made 
regarding eacb absconder, at places where he is likely to be found, with 
the object of securing bis arrest and report tlie result to. tie Head of 
tie Circle. 

17i, Limits of SupeHuitendeiiiCs jurisdioMon — As a general rule, a 
Superintendent, wien investigating a case of robbery, theft, or fraud, 
sioiilcl confine liis own ■ enquiries to tie offices, or lines w’itiin bis 
division. J^xc^ept under special circumstances, or witli the permission 
of the Head of the Circle, a Superintendent-- may not, in the prosecu- 
tion of an investigation, proceed outside 'the. limits of bis jurisdiction, 
or enter an office not under his control: but in emergent cases the 
permission of the- .Head of the Circle. may be anticipated. 

■ 17S. Submission of reports to the Head of the Circle.— (1) The siibmis- 
s,io.ii of reports, both preliminary 'and final,, by a Superintendent to 
the Head of the Circle is governed by the. following rules: — 

(.a) As soon as. the . Superintendent .receives information of any of 
f.lie occurrences mentio.ned in rule 170, he should 
sidmiit a preliiiiinary report to the Head of the Circle. 
Tills report should be made- by telegraph in. the cases 
mentioned in clauses (n), (y) and (h) of that rule. If 
currency notes are said to nave been lost, stolen or abstract- 
ed, their complete Hos. {^lee definition of the No» of a mte 
■iih the Po4 OLnd Telegraph (raide) and Circles of issue, if 
a...’vai.lable, should .be ■ aseertained and commiinieated to the 
Head of the Circle as soon as possible. If the ease is one 
for pcdiee enquiry, it should be mentioned in tlie preli- 
miliary report whether the case has been reported to the 
jiolieiu Where the ease has not been reported to the police, 

. . .tiill reasons for not doing so must he stated. 

■ (5) If the eiiqiiirv co.neerns more than one division or circle, an 
iiivestigart^^^^ 'gen-erallj be depiuet! to con- 

c duct, it, and .will .submit his r.eport direct to the Head of 
the Cirele, Officers wdio are deputed to co-operate with 
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i'iim rimy ,^igu tlui; ri copy io 

iimiiHiiutf" --nppiiHL^ *\ jj.in ,i ’-rininfii 

ijirf'f.l to fliei? iitiniRliiite It jit 

i^spw’jor i,^ not iipp!i!i^il to ooinjiiet tin* ^mf|iiiry, llo* 
of al! i1h» i-!i|oiiv 

loxiimds, slioiilti, trorii time to liiop, rofinouhiriilt' tft flm 
Ili‘sii!^ of t'iirh-. hi wliHii! tlipv uie idumte pail ii olai ^ 

of tire Oircle* . 

[/'I Ihe Kiipeiihteiidtmf iti ^Uioo* iHtL'Ooii f!a‘ aiu|iJny is rsiia- 
pleteci iifii! eloMal '^hioild ^nlanit ;t final ri^poit tu flm ifnn! 
of the Circle. ' 

iff \\ lioii ca^sN of Mt, if Oiiaoi'io.L* ^utli, ie|^osteri*ii 

and jiaretd nniil aitirles jimludiiii? iii-iiiad aiii*ia'.| iiiIhi mat ioa ^Inmlil 
Ik* Jiirnishfi’l iiiider fhe iVdlowiri^cr lieads:*-- 

(a) ,Nc). of the article. 

(h) (Iffiee ot pfLSt!ii|jf. 

(r*) Bate of postiD,g. 

(i) , Xante of ^jeiKler. 

(f) Xnme of arldres^ee. " ' 

f/') tJifiee of clesiiiiatioru 

(//) Coiiteiits. ' , . ■ 

{li) Office or fsftieeh of iiuBulifiir ^ertiniH nf f!ie iCuhuiy 

Mail Serriee, with Xo.'-, of sets. 

ol^ The final report Oioiihl he aeeoiopatiiecl hy any doiiiiiiwitiiry 
evideiw’e eoiitieOefl with the cane tliai may !te araiiahle iinil 
toiiiakff ihf* mise eieaiy and liy a ropy oi tlie tiiud police report if I lie 
vi\H^ wms put into ilia hamO of the police hut not taken into Coiiri, If 
the diBe \\m takiui into {k.>UTt» a copy of the Jiidi?meut skoiild he siih- 
miited as soon as the trial is eompleted. The numes and otlieial dirdy*;** 
mitioiH fd all tin* oilieials isaplieasted, wlouher nii ean*’^ of rohhei\^ 
theit or fraud) they are eoiiTietecl or >u>pe{”ted, or fin case.s of al!e|rinl 
ioss) they are iiiertdy tlie persons t^^ho would, in the ordiimry criiir*^4% 
Imre dealt with the artiehy should he mentioiied in the final re|iiirt, 

Note,— S lioiiW any difficulty ho es|serknic*ed in obtidiiiug from fir* (oiirt ii uipy 
of ik* jiuigmcmt, tree of charge^ the matter hlmuld be referred to the PuUimt^tr- 
Ckuierai eom*eriuHl. IJiitler the orders of GovenmwiUj Ilead'i of De|oirti»eiiK lire 
entitlccl to obtioii, free of elnirge, copies of judgments lor, in tin* of veriiiH nlur 
liKkmoiits, Fiiiglihti traimlaticms of them l convicting Oovemmeui offliiuN «d' uiiiitiml 
ififetuw and also copies o>r iraiisifttions) ol jmlgments of aequiuid find onhoM of 
dbdiarge.. . . 

i4'i III cases ill \vhi<*h the improper or frimdulent u>e ol posiat^e 

^taJllps is (Iftcftfd, or in wliiOt n service stamp from which the letter? 
Jeiiotiiig service oppenr to have 1«en removed is foniid on a private 
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articie passing' tliioiigli the poht, the preliBiinarj report to be submitted 
!)? l!ie StipeiiriteMfleiit to the Head ot the Circle should fiirnisli the 
ioUouiiig paiticiilara 

(r/) Hie date on which the oitenee was committed. 

xh) The olhee or seciion at which the offence was detected. 

(r) The value of the stamps used. 

Should it not be possible to give these particulars in the preliminary 
repoii, tiiey slioiibl be inioished as ^jooh as possible after. In the final 
report, tije following particnlars should be giTen: — 

(i) The full name am! addic'^-i ami posilioii in life ot the ac^uised. 

(ii) Law and section of the law under which the trial, if any, was 
instituted and the accused was convieted, 

(o) When rcpoitinjr convictions in {*riiuinal case^, ihe Superintend- 
ent bIiouIcI specify the dcsigiiaiioii ot the officer •who tried iln^ case, and 
inlormaiion under the following heads should accompany the report: — 

(«) Kame, caste and residence of the person convicted, and the 
name of his father, 

lb I Length of service in ihe Department, 

(c) Office held by ihe person convicted. 

{d} ot ihe ofteuce and section of the law under which the 

ctiiiviction was obtained. 

(c) Punishment imposed. 

176. Siitoission of reports to the Director-General.— (1) lleports 
slmiibl le submitted 1)y the Head of a Circle to the Diremor-General 
in llie toilowiiig cases:— 

(fi) Cases cd highway robbery and of attempted highway robbery 
ot the mails. 

(b) CaH's ii\ sciiouN nl ihe uiaiL in Ihiudl otheiwi^e than 
by highway rol)liery. 

(V) Aitmks Dll offices by dacoH.s, 

(i/) Case- id him t^-bnaking in oflins where the loss of Govern- 
liiiUit imUiev iu jeojteriy exiceds IL. IIHI, irre-pcuiie of 
piissible sidi^eqmuO icuneries. 

Nora.«-d)i‘|mte Pit iinaon (a la lel. iC M. S., sliniiltl siihutit ri|H)rt< in all 
cases of thi** kimb irmsinMiju ot the aimami oi initial Kes iii^oived. 

(f) CtisiM ol lo-’^ <d, damage to, or iaMpering vitli, insured 
artii'bH id whiih the insured value evcceds Hs. Alfl and in 
id uhiih a nmiplaiiit so lepoit to that effect has 
liecii Hseiiml. 

if) Vah^s id los., u!, daimme to, or tampeiing with, inland regis- 
icici! uiticbs, uhnh aie of special interest or importance. 
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!/// TiiMN fit hand tUal f»i oi jii.^apja^ [inailaii nt licninitfiiaiil 

iiif)iia\ llii* aiiaMitl Hill, iiifH 

pfM iivf‘ t I 'i a a f \« m 

XfiTF.--l)a|iuty Pfi hita4f r 4? rn,il I? M I. iS ^ nyitl 
ol tins kifid^ lire |#Hyu‘ iii uia ajiiMUis^ i i iinyai h u 

ILa «l UmI! a? d MliaiH aM- n: lij^ id mail 

Ifoat***. 

h\ T]ii‘ fiesiriit lifin of fiilnf-' Uk liun lloofK, i hn 
ij\ falli^mii^ Lti!iipf‘a!i « at ciil 1 aiiil IfiiliuiK*^ i» 

i\!njlt |ta^tal afliiiaK aia naafiSHfl f‘Ma[a alli‘|imi su^tuiilfs 
ol am Kiiid loiiauliiiii* alia it lismi ^ lai s « ntiiiiidt ion ami 
ol a posjtirei) iitM^oiilif auf tliahmlor. 

i/*‘| Tiio lioatli of. <ir iiipiij to, u |m>ial idfioial hy violeiici" 

or accident, 

f/) Cases wliitli *-1 jou any deteei in ihe lulm, 

^?i?j CaspN fit infaresf oiitlor ilie f’o^t U!la»* Am. 

in) Pilots ijliidi for spedal leiisim^ tlm ffaaii ol Hje (Irek is ot 
opiaioii isliouW W reponod. 

2) Til ea>e^ ol hifrlmaj roliherm M>on d> ilw Ho4BittMler4ieiierai 
mtd?<s iidoriiiaUo?i oi llie o< (‘ui reotv, Im ^lomld imilie a iindiiiiiiiary 
report to tiie IHredoiMfetieraL ff dunii|r ilo* fmiiino cd tlie iii?t‘4i|ra- 
tiofi SEytliiiij^ of iiiipodance umios to hjriit. he ^tKoild a tiiither 
report, aiul when the hiU‘4igation i\ (loM*d, he dionlc! ^end a fiiml 
report to l!ie Direetor-Ueneiai. The final ivpoii ^hollld alwiiys iiidmli 
the iiitoriiiafiiiii iiiefitioned in rale I8!K Ju eaM*s ol mail rohbeiy eom** 
milted in Indhiii Klalf^N the IhistmaHlei 4lent*i.ii dioidd repoil flit* steps 
taken by him to obtain c'ompenNaimn Ismn the Indiaii Stale oi Ktatea 
ccmi^nmed, and the lesiilt of his iielion. 

II) In nil the other eaM‘s ineiitioned in paia^naph 4), two rejMjrt'.-- 
pieliniiiuiiy uiid iiiiak'ditnild bt* ‘'UbmillMh iLe iiiatliT mil he 

filially dealt witli in ilie first repoii, lU howmer, ilte final Teport 
caiiiiot he biibiiiiUml within three months of the «a*ciirreriee* an inter- 
mediate repoit hliould be biihinitted at the end of that period («) gifiiig 
Ml parlieiikw of the ease us aMwtaimal up to that time and the result 
ol the deparimenial imestigalion as far sh ii lui", pioeeeded, (Jj) iiifoi- 
tioiiing wluit define the submisdon «d the final repoth and fe) shitiiig 
when the Head of the Circle luipc^^ to be in a positifui to snliniit tilt 
final report. The preliminary repent hhould lie made as soon m poBHible 
after Ike oeeiinenee arid bv telegraph in tlm eases uieidifuied in elanses 
!j\ and fid, and if the mise one for polh^e empiiry, ii should be iiieii- 
tioiied \diether fht^ (iise has been reported to the poliee. Where th# 
ease has not been reported Hj the ]>fdiee, ttill us^oiis for not doing so 
must be stated. 
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1 1 ) lii lepniuiij. ca'-e*^ ^vliicli s}io\\ am defect m tlie rules, tiie Head 
of ( ucle dioiiltl olta Miggeshrms to ilie ameaclments to be made m 

Ikt 

f}) l\iicu a Cii^e akect^ iiioie than one CJiicle^ the Head of the 
Lji If 111 uhidi ilie irieeuiaiih fiist detected, slioiiH make the pie- 
liiitiiiin tepoil 111 the uoie to the Dnettoi-Geneial and should mioiin 
tlu « tht I lie u!^ <1 ( iH It ^ ami eined, stiidiug them a copy of liis lepoit. 
fl i\i!l tlifii be it ilicii option aLo to lepoit the case oi not In cases 
ulitie ihnt In I iididuue oi opinion bttueeii Heads of Glides as to 
1 ln ieNj)oijsilnht\ oi the oHices tonceined, endeasoiiib should be made 
h tiim at an iguimeiit and if this (annot be seemed, the ordeis of 
tin Jlnei ior-Genaal should he obtained before any compensation is 
ptitl III casts ol Ions 01 abstrattion in\oiYing the staft of both the 
IN >i llfiHi Old the IJailu w Hail Senue uheie a | 03 iit enquirf is held 
and no imuijumis ui detiiute finding is aimed at, the lltadb of the 
ifNjiiitue INiNt Oliice uid Railu n Mad Sei\i(e Glides dioiild iiied 
peiNoiull> as soon as niaj hi dtei leieipt of the |oiiit lepoit consjdei 
joiiith the ( ondiisioiib aiined at and submit to the Diieetor-Geneial 
loint defisiuii <oiit<iinmg the lesult of then seiutiny of the ]Oint lepoit 
and a definite finding as to lesponsdiilit^ 

— Ci pus oi H polls Will he tui rushed hy the He ids of Ciides to the Deputy 
Au ymiwiits-Guiu i! uauiiiied m the toliowmg cases — - 

in) nil uHeition n mule on the Audit Oifice, 

(h^ iHit u hitach oi oi difect in, tlie ucoimt inks oi anv branch oi the 
Past Othci IS l)ioua:ht to iiotici 

(f) i\iuic mv k itiue appciis, 

(il) uhiie the amount oi the loss oi iiaucl tscceds Rs 2U0 

arid in swh otlui c iscs md it surh timcN as mi\ be pustubed in the Fosts and 
Jilifnipin iniiii! iuomif Jidume I {(limtal Auount fode)^ m ting 

bihili 

^ (Hsis OI lUGHW u Koiimni 

177 , Highway robbery to he reported,— )!) Mhui a lobben oi the 
mail IS (oniiiiitted on the high load, the postal offiiial of uhaiever 

* Mad labhuit^ m Ind an Wnfes-rhe Government of India considei that 
chii^is pretumi In the offunK at li li m St itcs igimst (aiueis employed b> the 
Riihdi Posi il J)q aiimiit shoubi hi lectnid with luiuh ciulion, ioi it iin? 
iiupii^rilly hnpiHU tint thusr afinuls Ime i dnnt mkiist in lonvietnig a helpless 
di s ol mtii wlm ffissit iu illui tlu mi i«n nui tin cdiitiiion iiorc'^siuv foi self- 
ckhati l(*«i\uiimuit oi Imln loinat Ihputmuit litki So 2490-1, chted 
2<itii M\ I’^s) I 

»#####«, 

Tlu Ciovuiioi Gciuial in roum il is pkasfd to siilntitute the following iiiles 
regaiding mul lohhaits in Indian Statis to? those piesenbcd lu the Ifoieign 
Dipirtittfiit Ih iliiti m Nt KHS ditid tlu 1’^th Ink 1%I 

! Ktoh Ifuliui Si ih Is lisponsibk toi tlu nhuh passive ihiough its territory 
til fill* liiipuni null ml pudl p)Nt yul miv hull in Stati in ihe leiiitoi} of 
ftliifti the impuiil ftisil m | itul |a l m labhul is i/o/m fata liahk-^ 

(U to pa\ hi till Biitisli (ennnmHii tlu lull value of ilmttnei is taken or 
ciestfo^ed bv the Uihbeis tiid 
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nil* iiliCi fii-il iiiliinini li tin i liin |j« li ! iiiiiint - 

i iti it at (inc c If) lln Ins i! poln f i 1 f ^ ! in ^ sh i M ? l 

{*i) Ihi iSiijN iiiituNiust n iiiNpu i i | ihj ni -.1 iiiil *1*. r, ii 

In itf H%i»s iiilfiifu ifioii u I li |fln n I ^ Ih i a! m ishmii! i 
id'll in tnlnguipli if n 111 ills '-ii pni ii t i h \%\ h flu 
¥ Iff tin drills*' tin 1* li I uhI ^ f iijifiiir \ 

fo|n f»t llif idifiitin to tin tp n dst idnini I i iipiHHl li i 

|i!i]miiiiii\ lijinil loiitnii ai I liHihn j ill ml i** t tin Imt* 
imi olit.niKcl dHiiild lio wit In |«hI 

dij to |«) milk cninfK inniois i t! 10 t U lum iii r< iiis* t i nu ii 

of till in 111 f! ill I I I II It If til I I iIh !i Ih mill it 

till I inius ti otk s tMinnis kt OM ii ^ i I ill 1 iti 

II sill ill 1 11 4 n 

l\iii\Ario\s I s lilt ttiiu null nnlii i\ i I I i i u 
iitnia' coint\«fl soitiu list piouHsoiis of tit hi Is ii P s\ Uflj ♦ lit ^ 

I « li n fl!i\ I) a or olhsr ititak <* sn unit li i isii r ii^otka 
|)asoii imuknul or iiMtl In Hit hi! \ s tin ninnimt r wale titiwl 

6f m tills 

if) No tximptsMi Hull It ill wkd in (Htuintmii' tin nlonm* iti«iiff| \ um iit 
ni on atconni ot liiilinm fiidltn oi irt t It I i ii sf sisiiiibi 

laliii 

\ \ lls!^ riik <ht Hit iffnl tin o! t||| Bnti li F< t Otfifw to iinlu 

g'ood iHKlir its (li furtiui ntii! niks d iiisiiuiiin tin ilni i umiihI 
cwniiiiltecl to ita iharge 

II lift mail roltey iHiommittn! in tlu Onstn\ of im Side iiiitl flin trft 
of lliii nrt irmul lutt fin It niton of aimtln i st its tr Stitw, nml 

tlicif !o%t flip jriwf/firn lsi!s!it\ f r tin t ikkt n fall inmnlU In Hi iml ill 
njinl pio|K)iiiwi In tin Stitt in wlutli flit lokltn wnirK ami tin St«t< oi 
St 111 > into ^dudi tin ioIiIhih iit fiiufl^ irnktrl 

J xn 4 Alios -“Tills rnk simll not h hold b\ mnmtc r sii oiiunsiiit 

apjioitionn'miit of siuid St ik iiid si d iiht ti ams|ili( ittoiw 

arist tim primii jitm Imlnlit^ slid! U la hi t* Tt'^i uf < n Id stilt in wluli Hut 
mill iciktnn tsiiif iij\i hn !i luiiinutUtl 

HI til Fmli srs Stitt to 1111111 tin 1 ni t ft o Ininistv fhfm<d ahm oitarlits 
J n [It id HI isitfiimcttm flit not tuts shoiutig-- 

(1) Ilia! its ftilsu lunii um uts Ut < lliuuit ujauilh nifk to tim 

|io|utioii oi tfi* mill root V |j m/ ttuoisdi hriitorus ml 

tliiif it Ins dHpls^tti/i il ami tmig\ ui liiiigsisjz n isi itt«m|ling 
to knrig the robb rs to nistu*© 

12) lliat tlm roblMry las ctimmittod udhemt comjilJut\ on flu |i«irt of anv 
of ifcB own siibfuts 01 umtnbnton wghgmr* on tin |kirt of ito tmii 
IfK il aiithoritKs In i Mtnant d tfi< Biiti k Pi t Offi t 

tipfw^iios Tin mt ft iniiupitim ot ii 11 ! lolduits Ini! mi alom 1© 
itgudui IS ill I Muiiuttng usuimstamt 01 i uuhmt of iioliu tlfsiiUKA 

IV lilt iisitimi ihhI In Indian sf^t^s in diu h srgt oi tlio liabilii^ 

ddined m dulse I (1) mid tin biiiiiuB of fxntmg 'Mul robta^rt «kitl 

bo credifcod to tlio iiuscdlimons itunno of fin Post Olfift d imlia imd tlw 
Din ftor-Ofeiioral oi tlio Po^t DfRu nn at his diwrdnm muiiil to consign is 
01 iotmigmes ttw mk«h or |urf oi lomiHnsaiion |ia\muits to nmlif gcmcl tlio hws 
(aiisocl » the i<ib!K*i> of artHliM wlmli uo nuHttr insuml iwi ol gnat intriiwf 
1 iliit 

\ If owing to tlio imffiuonu ot tlm piotutno hTstom 111 \m Iricliafi 
mail roWwieii are allowu! to k<om© imiimnt and to funiin niifnimslifiil tlm 
Gouraineiii of Mia or tlio Lmal Cknornmont max m ailditwit to tlw etitofu^* 
iiiuit of tlio |ipfii!iiap\ liabilstx iboxo dtfmod nqniie tia St it* to tilo smli 
im isiires fw may apiwai rmcoiiary and dwirabk for wtenrmg tlw safilx of tlm 
iiiail cHk! Ill tfio default of Ike Mato max <au«io mifh unasiins to l» otrrwcl 
out W Ctoxerimuit iigonrx at tko of the F»tato (CtoicrrmioEt of Iiiclii, 

fortiga Bepartinent, Itosointion No 2495-1, dated 29tk Jnlv !BR|) 
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178. Cofiteats of mail to be ascertaiEed.—Imiiiediate steps shonicl be 
taken liy tlie Si![ierintem]eiit to obtain from the office from ^ which the 
Eiail wal last despatched, a list of the bags comprising the mail, together 
tilii copits ol ihe regibteied lists, and in the case of parcel mails, the 
paifel lists, enclosed in the bags prepared in that office, and ^sneh 
fill tiler iiilormalioii regaiding the contents, ralne, ^and ownership of 
the regi-ieroil articles of the letter and parcel mails, ^ money ordeis, 
aiid cash remittances sent by that oJfice as may be available. Similar 
iiiiomation leearding the other registered articles of the letter and 
parcel mails, cash, etc., included in the pknclered mail should be 
obtained hoin the offices of posting or despatch. The Superintendent 
shfHilcl coniiiiunieate this information, as it is received, to the Magis- 
trate, the police and the Postmaster-General. 

17§* Undid detention in any office.— If in any office there was undue 
(hdcntioii to any bag loming part of the plunder, especially if the 
cuiiicnlft of the hag arc ascertained to have been of eonsiderabie valuer 
feiispicion of complicity in ihe lobliery will fall on that office, and 
should be followed up by pioinpt enquiry. 

180. Superintendent to proceed to the spt.— It is of the first impoit- 
aiiee iliat the Superintendent nlioiild proceed irith all possible speed 
if) the spot Adhere the robbery was committed. On arrival he should, 
ill (‘o-operation with the police, the local post office officials and any 
otlioT\ ^\hn iiiav be able to assist him, use every endeavour to trace 
l!ie icbbeiN aiid itc'over Ihe stolen artudes. 

181 Prelimfiiary lufestlgation by Inspector — If the scene of the 
rcilibery is distant from the pla< e Avhere tlie Siiperiiitenrleiit happens 
1(1 be, oih! lie cuDiiof reach the spot Arithout some delay, the in^^pectoi 
ill who-o siib-fliA isiou the robbmy ofuurred should commence ihe iiiA'esti- 
gatioiL fii sinh cases, the inspector wull be guided by the instruclons 
laid down in these rules, and Avill leporthis action without delav to the 
Siipei mieiidciit. 

182. Postmaster and overseer to assist the enquiry.— l^eiuling the 
Biiperiiilendeiiths oi iiispectoi^s arrkal, the local poatmafeler and overs,eer 
should do all in their power to help ihe enquiry and tiace the stolen 
propert}, A leport should be made daily of the piogress of the iiives- 
tigaiioii to the Supeiinteiident, and, if necessaiy, also to the inspector. 

183. DepcEition of witnesses to be recorded.— The depositions of the 
peisonh who were cum eying the mail wdien it aa^s plundered, should 
1)0 caiefiilly iaken docui in wiiting. The evidem^e of other po'-tal 
officials, whether belonging to the toad establishment or to the neigh- 
bcmiiiig post offieesj rrho may be able to furnish any information, should 
also b© recorded by the officer conducting the investigation. 

18l« Iif«tory of recoiered article. — If the entire mail was not 
carried off by tlie robbers, or if any portion of it is recovered, application 
should lit once be made to the police to deliver the recovered articles 
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TO the oiifer iii rhargi* ot the tslhno *\ii siii tlif 

«asli, ciirreiioy loteM^ tiorjev ordi*!*?, r«g'i4ori‘r! lUiifli^ 

of tlif‘ letter Haul awl u!l paieel utail aitule- iHiOiiiiii llie lyiilfOis ot 
tlie iiM overed imiii, tcM^ethei witli a iiiH deMripfiiw nl tin* i f^iiils! ion iti 
wide if eaeli artiele %vas found, should be [ui paled in diiphidte and 
Ni^nierl by llie Siipeiiiitendeid, ou in hU h1hwiu\ la th* it pHior m 
oilier po-^tal oHieial tiho !iia\ i haige of tfie piel lijiiian efiqiiin. 
Tile number of ]wid and iiiijMid liiiie^^isteied ailaba oi tbe boitr mat 
lecwered Hlioiibl aKo be noted in fiie iii\eiUm\, line Miji\ oi tlw 
iiiTeiiiory hlMmld be reiaiaeil In ibe Supeniitendenf , and the fitfoo 
should be made over to the poliee auiiioutus as a leudpis fur the uiticdes 
tecei?ed from theiiK li ari\ of the arfiedes aie retained by the pidi«*e 
ior the purpose ol imestifration, a leniarL to (bat eiles ^ -boiild be imiflt 
in file inventory. 

^ 18S, iitides siiteequanfclf fewered.— Attiden sulHeqiieidly lecoMued 
will be made mer by the polai‘ iinde? !e«*eipi to the pod olliun and 
should be dealt riitli m the mannei explained in the pieH'diiiir rule, 

186. Disposal of recofewid artides.-^Tbe teuneied a^tnb- i,Uieii 

made over to the po^l ofliee, should be disposed of in tin i^ua! <ouisf 
without delay, Ikimiged or tom arfieleH should be lepaued oi jibitc4 in 
protect ing envelopes m ba|i:H betoie thin are despatcdied, a note 
the of daiiiaim beimj^ uiitten on #meh arfiidm 

187. District authorities to be infomed.—lhiunir the piouion, )f the 
eiiCjuiry ibe Hiiperinteiideiit should mfoim the Afagisirate and the polite 
of any importaiit eireurimtanm uhiedt imu (ome to fwhf in uiiiiieitiori 
with the robbery. He hlumbl, ii po^^ible, aKo jdate bim^ell ii emii- 
iiiUiiieatlim with the senders o| the atiiedes of \«ilue wliicdi \ieie stolen^ 

iheiii ol the and ie«|uesfiiig them to supply him 'nith 
aii\ pdftiiilaiN iiete^Miy io (oniplete the inu ''iipatioii. 

188. Fatmiiste-Oeiieml to bo referred to for ordiW,— The Siiperiii* 
teiideiii Blioiild, ulieii in doubt or diffieully, eoiHiill Hie Fosfmasier-' 
yeiieial, and him !>y telegraph, it neie^sary, foi mhH*e and orden. 
As soon us jMissible lie sbould aeipiainf the bostmasleidieimnil milh ilie 
extent of the io!ilier\, ih\i is, the number and value of the artidis 
sfobuK fie should also enmuerate the aitiides that have been reeowred 
and state how Him hate been disposed ol. 

18d. Final to Pcjfttiuaster^eiiamb-^l) At the rdoso of flm 

invistigatioii, the Superintendent Hioiibl submit a final leport in the 
PostiassterHleneral, (‘ontmeneing w ith the iollou irig islormaiioii, 

(a) the date of the robbery; 

ib) the luiuie oi the mail line on uhidi the lobbeiy was cotti* 
milted; 
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((} a de^PjitioJi ol: tlie lucabh, ic^ tte distances fiom tlie 
neaie^t aiitl post ofiifes on eithei side^ and also from 

tlie teiininal offices oi the line; 

\fl} the name of the disintt oi Indian State (as the case niaj 
hej ill wlihh the lobhei^ \\tis committed; 

lij the liatiiie ot the iii]iuies (if any) leceived By the mail 
caniei'^; 


(/) a stateimiit m the foim Belo^^ particulars of the Bags 

and rlieu contents actiialh earned off By the loBBers. 



(d| Hum sliouJd follow a lie apitiilation oi the piiiicipal tacts of the 
case and ot the steps talen B\ the postal and police aiithoi tieisj and 
(he iesiili of the fmsth, the Knpennteiuleiit slitniM state 

the eoncliiHioiH at yhicli he has aiu\ed legaiding the manner in winch 
the lohiierA was efiected, the pet sons By whom if was committed, and 
the Belknioii! of the mail eaiueis and escoit (if am), 

(Z) If the Snpuiiifeiident suspnts am postal official, he should eiitei 
fully into the giouiids tor such suspicion, and describe the measmes 
taken B’c liiiii to imestii^ate the coiidnet ot the suspected parties. 
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li0« DcwttiiieiitaJ^ eiMsficie to aecompafiy raprt. ihi IuhI iqintf tl 

tiic Siipeiiiitfciislwil sliould k an iMiitnl ii\ Oi tin i1<m yiH iita i. 

UeiKe uliiduiiii) hpiiseliilaiHLn.tihhlt i iti n ^ h| lutf t 

clqjdUiiit*iitai (su< h liini I u^i iniil uhI pain I h 4 % 

et< ), }w|,> \\ ill liiai labt^K, nad, aad uiK, ih lia i mimt 
id diu Uiisoii }ii^ Inoii^lit !m Ihu »i CfMiii thi Slip i dniil»ii! sliiiil! 
itjiph Ifii a io]n id tha fiBal iqioii of tk poliu iis 1 ittadi it to lil-^ 
dill lopoit !f flit laM* d takdi iiiti I oint a h td tk fiitljfiiiidit 

dioiikl l)e ttid i\s Mioijt as flu tna! loiiipiitt ! 


(dsi V Ot illl i I I K I o^s 


\ M 1 III 1 (its lu ih 1 th 

t i 1? 

fi 1 1 1 IS 

n d 1 

In 

fti 

Ol / ttof > It f( 1 th i ni ill n/ hi 

// If i 

!* 1 si M / f 

is SIS S 1 

' 1 

fk 

ium lo^fanfii ^ iiuhniih i f 

is n! if I film 

i i 1 } sifi I ' 

III* 

il oh nu ! / /M f tiiii! mnil iimn! 






ii) ll hi St if i\ ^hifi d ill fs * lU 

ii fl 

i uUiii iolis ifi 

ktiiihl h 

IHlllo’ ! 


by ii if sht^nbf hi ui liisiunil fini iiu n fii h* ihu if fhi iiijt 1 lU ml 

fwi HhfH ihi fiii II 1 fi 1} i fmn 

i9t Negligenoe In Im. to ba piitilsfiei.- Ik iiiustipatwii 

of(ases ot tkdt oi kssj o! of taiiipoiiiig with rt|ridtHi1 ailoks ol tlo* 
kttei mail am! pauet ouiil aiiidts« tit , iii lli!oiif**li tin post 

will be huilitated or bnoldal aMotdiiip’ as tbo \\oik 4issipiiwl to dif ii 
cjffinal Is laudiilh and aniuatoh jHiforiiiod oi oof. Foi ifistiince, 
unless due uiie is iinaiiablj taken uheo ddpaitluop' lottik, to fasten 
tlie bagb seiiiieh and tti obtain diHlinct ttnjn elisions of tlie se<ils and 
wlieji leeenitig mails, to eiamine tin* omditmn id eaili bag so as to 
(leteit fiom the appeaianie of the sed and fasti oings ain signs id ik 
i adiig been fainpeied ^ith, it ma\ lie diltuiilt, sboiild tim long be 
«>iilHe«|iieidh disunited, to iraie the inisHing nitick, or it th«* Maine 
on tin ofine oi indnidual in i uiH Uthnals b\ then dtielis'^io'^ii 
m iieglei i of niles, !ia\e impeded oi hustiatid the pioHenitioii of the 
tiu|iiiiij sfioiiid k» seveiel? dealt luth and, if iieu%san, held le'^poD" 
riffle foi ifie \ line id the inHsiiig aitnle, mn thmigh tlmie la im 
jiiud! agiiid tlooii of aMntl fin It ii uunpliuii in ihi old in e 

192, Tmnfcit M§> bearing signs of daimgo of tampeyln|»— 11| Wlieii 

a liaii'^it bag is iHei\Hl biaung signs of damage oi tamjHiing, the post* 
iiiastei oi head soitei, as tin uist nm be should open it \ulhinit loss 
id I line and laiefiilh snutmiHi the lomlitmu ot eai !i mail bag iiiitl 
am pnind big Ioino auounf bag oi branch oifne bag fhiil niu\ 1# 
(CiJitiiiiied 111 the tiansit bag and ol the loub ami seals rd all smh bags 

fd) If ilieie is the lerst MUse for suspienm m Tespeit of iiii\ rd file 
baes, the piou dure piesi nbid in one oi othei ol flie folkwiiig iiile 
as npplii tikle fn the parlindar elnss of bags concerned dioubl be followed 
ti iheie is no laiwe for siispnion, the contenh of the traiiHil bag 
be lejdaied in it if ii is intended for otmatrl liansiiitiwkii, and it 
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slioiild }>e dosed tiud sealed ajad foi^arded to destination; or if it k 
intended to be opened m tlie office or section, tbe contents sboiiM be* 
made mm, in fJie usual toiiise, to tbe depaitments concerned. 

(A) Ji any nt tlie contenls of tlie transit bag aie missing, tlie proce- 
diue pi esc I bed in iiile 20“) should be folloi^ed. 

(4) A note slioiild in e\eiy case be made in the erioi book in post 
offius and in the daily lepoit m sections and mail offices. In the case 
of a tiaiisit baj:^ intciidod toi onnard tiansmission, a note explaining 
why tlie bai» was opened should be made on the mail list enclosed in 
the bag, on the oi minal and duplicate of the mail list (if any) to accoiii-» 
paiiv ike bag, and on the label of the bag. 

Notk — I n all cases in which a received for onward transmission is found 
torn, a liesh bag should be used to forward the contents to destination a lemaik 
explain 1III4 nln it has been substituted for the oii^ijnial bag being nritten on the 
label aiiff mail list (if an\) This uihng applies not onh to tiansit bags, but 
also fco ill othii kinds of bags 

193. Mail M^s bearing signs of damage or tampering.— (1) When a 
mailbag is lereived beating signs of damage oi iampeiing, the postmaster 
or head soiter, as the case maybe, should open it without loss of time and 
caiefiilly smitiiiise the condition of the registered bag and any insured 
bitg, cash bag, account bag or branch office bag that mav be enclosed 
ill the null bag; and of the fouls, seals and fastenings ol all such bags. 
He should also siantini'^e the condition of the parcel mail articles, if 
any. and cheek them -with the paicel list. 

(2) If there is the least cause for suspicion in respect of any of the 
bugs 01 ai tides, tlie piocednie laid do“wn in one or other of the following 
i\ih> as applhable to the paiiiculai class of bag or aiticie concerned 
shmild be followed, Tf fheie iv no cause for siupieion. the contents of 
the wail bag should be rejdaied in it, if it is intended for onward trans* 
inisHioii, and it should be dosed and sealed and foi warded to destina- 
tion; OI if it IS intended to be opened in the office oi section, the con- 
tents should be niade oxei, in ibe lunal coiiue, to the dilleieiit depart- 
ments, 

fd) If any of the contents of the mail Jug are missing, the procedure 
laic! down in iiile 205 should be followed. 

(1) A note should in exeiy case be made in the error book or daily 
repoit. Til the case of a mail bag intended for omvard iraiisiiiission, 
a note explaining why the bag was opened should be made on the mail 
list (if any) to accompany the bag and on the label of the bag; and 
if the mail bag was taken from a transit bag, it should be replaced 
in the tran# bag which should then be closed, sealed and despatched 
in the manner described in the preceding rule. 

49i. Iteel ba# t>e«!iig sig^ of damage or tampriii|.-~(l) When a 
parcel bag is receiyed bearing signs of damage or tampering, the post- 
master or head sorter, as the case may be, 4ould open it without loss 
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ii tiiiif aii<l iIm luiidii Hh »ft tas i fMit*! im i aitifle 

md flierk liie lutli the jiauel 1 4. iU ,il f» HisitiuHe 

Ilif (OfMlitimi ot the iMaiiHl lafi, li aiu, iii i u paiui l^ai^ 

and oi itie toid anti seal'i of the d !u a 

(2) lillitne the lea-^l uuise Icii m'f , th^ jmcMiiiii |i!f *^1 ii! t»i| 

ill iiile Ihh OI 2iL\ tilt ta-p ma\ iH|y ^ n nil iHlhiiail, It 

iliPie IS no laiiM* foi sUn|HUOii thi^ ttaiteats oi tin paiti! hlianlil Im 

lepkeed m it, if it iiitHMletl Im oin^ard triu no- am, aiiil n Nlmiihl 
he idiiseil ciiicl Bealml and lonuiidetl It? dt^unatitm; oi d if !», iiiindtd to 
be op«*iiecl m the oltice oi shIiojo tie * lifimK ditMild he of ni 

file usual muse, 

(I) li tiri\ of tlitmontejds id j thi i i i nhoe 

liUt! thmii III liilt‘ diould le iolh ut 1 

(I) A '•hmild, )u i\n\ t i>«f, h i lOp m ihi* erinr iMuik ot ilaiU 
lepoii. III file t iM #» |n!ttd luii iiileadetl im oiiwanl tiiia^ifiiivoiu 
a e\p!i!id! whs the ba|j opened hi i 1 1 In i? ide tin flm itiail 
la aM the ly|jf anti on tie fak ! » tht‘ 1 ^ and il tlif 

p«iipe! iuj» *i\a> iakmi hoin a tiaiinl ha/, it ditsihi !i< is[il«oul in the 
liaiisil hag uhieli should he tloMal^ mmU ! at t! tli pattlied m the uiaiiiiei 
desinhed iii iiile 

195. Mmufith tags boailiii; signs of damage or fa!!ipirifig,--i i when 
all iOtotiiit bag is letenetl bemiug le sia!iiai«e oi taiitjii iiiig» it 

filioiild lie opened hs the postia.Htei rn !e ol ^ntft tiiihiuif Iom id time 
The foniefits tit the ha/ should he t^xamo ^ d i niiidt 1 tinl f !ii i hod hr him 
x\it!i the o dip tu daih auouiit ( h the i i-a }its\ hf | m fjn piofienffi 
id wities^t*^* iiio! lie* |ootmliiieIa d down 1 h low should he lolloiecl :*-* 

o| il iht Im/ aft ntlMf it j oiu aitl liaii'^iais uiii, tla* iOiiifiitg 

‘.lioilhi, il 110 tadi 1'' ni ht^ n^dat nl iii ilia hag whit I 
siioiiJd he elo^nl and sealed with the lustitiifo© ^eai or. 
wheie tliH seal is nol available, with the date seal, and 

luwaithd to tltyiiiatiou. a imaiik explaining win it was 

opi le d ieiiij. widieu tui K 1 lO I iiid un flu* uuul list in 
\ lioh st IS eateied, it it n despaU lied Iocho hi h imnsit 
hag; lull it there disirepaimy other ttiini in emit, 

a leiiiailv legardiiig it should hid he wntleii on the i. m 
slip OI daily ammul uudei thejmsimiister^ or lead sorteiS 
sigimtme, ' H am cash n missing, the bag and hg coni 
and seal slumld be preserwb the roiitwiti^ lieiiig fuTwanleil 
to destination in another hag whiidi should lie elfwiHl iiitd 
sealed in the niannei deseiihed above, a remark e\|ikiin 
mg whj it has been feulntituted for the original hag being 
written on the label, the mail list (if aii)| and tli« a, o* 
slip or dailv aceomit. If the aeunint bag is taken from a 
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tiau^^it or mail bag, it sionH be leplaeed in tte 
bag oi mail bag '^bicb should be despatthed nacler 
ilie piofedme described in lule 192 or 193, as the case 
iiiay be. A report slioiild, if there is any di'-ciepaiicy, 
be made at once l)y the postmaster to liis immediate superior 
01 b-^ ihe head soitei to the Snpeiintendeiit. 

bj If the b<ig is intended to be opened in the office, the con- 
tents should lie disposed of in the usual course, if there is 
no disci epuMT. It theie is a discrepancy, a remark le- 
gaiding it should be uiitten on tbe s. o. slip or dailv 
affount and a lepoit should he made by the postniastei 
to Ills immediate supeiior, the hag and its cord and seal 
being preserved, if any cash is missing. 

(2) A note should, in every rase, he made in the eiior book or daily 
ppoid wlieiliei theie U any disci epancy oi not. 

(3) If a cash bag is enclosed in the account bag, the postmaster or 
iiead sorter should rarefully seiutinise the condition of the cash bag 
and of its lock, seal and fastenings; and if there is the least cause for 
suspicion, the procedure laid down in rule 203 should be followed, 

NOTF.““-’\\liene\ er anr easli isioniid short in an account bag. a report hhould be 
made by telegraph under the provision oi rule 144. 

196* Ban^h office ba^s bearing signs of damage or tampering.— -^1) 
When a branch office liag is leceived bearing signs of damage or 
tampering, it should be opened by the postmaster or head sorter without 
loss of time. The contents of the hag should he examined, founted and 
ehetked by linn willi tbe b. o. daily account or b. o. slip (as the ease 
may be) in the ])resence ot witnesses; and the piocediire laid down 
Mow should be followed: — 

(a) If the bag is intended tor onward transmission, the contents 
should, if no cash or legisteied (including instiled) article 
of the letter or parcel mail is missing, be replaced in the 
liag, wliith should be closed and sealed with the insuiance 
seal or, wdieie tliis seal is not available, with the date 
seal, and forwarded to destination, a lemark explaining 
why it was opened being wiitten on its label and on tho 
mail list (it any) w^hich accompanies it; but if there is 
any minor discrepaiuy a remaik legarding it should fiist 
be" written on the b. o, daily account, or b. o. slip under 
the postmaster^s or head sorter’s signature. If any cash 
or registepd (including insured) article of the letter or 
parcel mail is missing, the bag and its cord and seal should 
le preserved, the contents being forwarded to destination 
in another bag which shotlld be closed and sealed in the 
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maiiiipi alme, a ^^\}ilaiii iij. \\1 it li }m 

lipeii sijl^siitutfrl t?)i Ilia oiigiiial beiiig inttMi Citi llii 
laliei, rhe wail bsi (it am u and f!w Ik o (iaii\ auoiiiit ai 
li. 0 . 4ip. It tlia liiaiah ^fhu }n^ tiLni fimit a 
tiaiHil bajH ai a laail it -luaild la* ii pi ii h! iii tla 

tiaiHii Imp r»r laail Imp \iliah siHiulrt ili |iiidh*4 uimIii 
tJjp pioualiiie «lmuilHal iii lulf ai bl i, .h ika mim 
iHa\ hiK A lapoit ii tliaia is aii\ h 

iiaale at Wiip h\ the pfHtwa-^tPi to liis ihiiiihI iti MijHriw 
Of h\ flip 1 wad MHtai fo tlu* Sispai uitaaclaiil. 

[h] It flip Imp* w intariilpd to 1 m hi tha oHiip, tiw ffaiieutH 

''lioiild Im dispiKod of la the iwnal hhiiw, i! liipie w no 
diMiepaiK \ . U tlieie m am disuepam^, a inn it k iipani- 
iiig- it sltould 1 m oti the h, o dafh a«M<iiHt awl a 

lepoit slioiM be wade b) the po>twastei to liw iiiiwediate 
supeiioi, the bap* awl lU und and seal lieiiip* preserved if 
my cash, or lepi^teual (iwlndiiig insured) artirde of tlie 
letter oi paieel mail k missing* 

{2) A note should in ereir ease he made m the eiror hook or ilaih 
repoiti whether theie is any diserepaiifT or not, 

(?]) If a easli hag is eneh^ed in the hrawdi oitiee hag, the pcistmaster 
cir head swter shmild eareftillv smitiiiise the condition of the misIi hag 
and of its look* seal, and fastenings: ami il theie js the leant can’ve for 
eiispieion, the piocecliire laid down in nile 203 shonld he folhmwl, 

(4) If the fonditirm of any legisteied fun hiding iiisiiiedl ail hie ol 
the letter or parrel mail enclosed in a hramli offht* lug opened under 
this nile giresiise to the least stispHion, the pioeediire Lud fhmn in 
lilies 107, 100, 200 w 202, as the uise nuiT he, \ull, in u peneial iia), 
guide the postnwstei oi head siuter in dealing with tin case, awl sliniiiil 
he folkied so far as it applies m an) < ase, 

{^ li any iiiiiegiHtered pawl is missing hom a In o. hug oi if ih 
fofiditioii plies lise to sospanm, the piijudurt* laid down in iiile 20<i 
Aioiihl he tolloaed 

XiHf !li« \ott to tin laHHimg tah liifda'^ alst* to moih in wliicli iiwii h 
to]»il slit rt ill I hiaiuh othn bw 

197* UninsuriMl reisterei Mklm of the letter mil beafiiil signs of 
damage or taitnpei*lii|.*--'(l j *\\hfn a leoiMeiul liag is iBened lieoiing 
Mpiis oi danwpe w tawpeuup, it should he opened In the postimisier or 
head soiiei luthout loss of tune, and the pioeediiie lud down helm 
should he M1 o\’mh1: — 

{a} It the lepisieied hag is intended Im onward trariHim^sioii, ilie 
lepisteied articles Hhould he caiefiilly Mnitmisecl and 
checked with the eiitiies in the legisieied list. If llieii)' 
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ib lio cause lor saspicion, tlie aiticies skoiild "be replaced ia 
tlie bagj shoald be closed, sealed and forwarded to 

destination, a remark being written on tbe registered list, 
explaining why the bag was opened. If tbe condition of 
any article gives rise to the least suspicion, it should be 
weighed (t/t rates or eighths of a tola), the w*eiglit being 
nolcd on Ihe aiticle and the registered list in which it 
IS eiitcued. A repoit should at once be made by the post- 
luastei to his immediate superior or by the head sorter to 
the iSiipeiiutendent and the article should, before it is 
replufcil ill the bag, be enclosed in a protecting cover 
addiessed to the office of destination, on wffiich a note re- 
garding the condition, etc., in which the article was loimd 
should be written, and which should be closed, and sealed 
with the insiuaiice seal or, wiiere this seal is not available, 
wi'tli tin* date seal. The registered bag should be foiwarded 
to decimation enclosed in the mail bag from wiiicli it was 
taken, the mail bag being despatched in the manner des- 
ciibed in rule 103. 

(b) If the registered bag is intended to be opened, the registered 
articles should be carefully scrutinised and checked with 
the entiies in Ihe registered list. If there is no cause for 
suspicion, the articles should be made over, in the usual 
course, to the registration clerk or sorter for disposal. Tf 
ihe (ondition of any legistered article leceived for deli- 
veiy or in soiiiiig gives lise to the least suspicion, the 
ait’cle hbmild be weighed {ui rates or eighths of a iola)^ 
and the weight, the condition in wffiich the article w^as 
toiincl, and such other remarks as may be called for, should 
be noted on the article and list, and, if the article is 
intended ior deliiery, also on ihe leeeipt. liuinediate 
notice should be aiven to the despoh hing office or, if the 
despatolimg office is a E. M. H. section, to its record office; 
a report should be sent by the poslmabter to his imme- 
diate superior or by the head sorier to the Superintendent; 
and the bag with its cord and seal should be preserved. If 
the article was received in sorting, it should be forwarded 
in a piotecting cover addressed to the office of destination, 
on which a copy of the remarks regarding the w^eight, 
condition, etc,, of the article should be wTitten, and which 
should be closed and sealed in the manner described above. 
If the article is intended for delivery, the addressee should 
be served at once with a notice in the prescribed form 
(InviL-3), and the article should be locked up by the post- 
master pending the arrival of the addressee* The receipt 
should be signed by the addressee before the article is 
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01 o{H*iie<L fi any t>f tlin lonlnot'- ajijaai to liaTi 
been alntraeteil, an iinenton of fhtM ofitent^i, iiHeiieil, 
be iiiiole aial siyneil h\ the afi<I the jwst* 

iiiastei. The ifuioiton ilsonl^l ho voii h\ the j»c^tiiai4#r 
with a full leport on the « ho to hn iiaiiifniiale ^iijierior, 

Z) III <nei\ fine a note xliouhi he ilUiMe in the eHoi horfl in lii ly 

lepoit, 

Ifj) If a 2 eej\ieieil hiiiolle in enelosml in the reifHleiei! hiijf, ilie iioit-* 
master or head norter slonihl laiehilh MiiitHne the «oiiditioii of the 
Iniiitlle and seal and, if tlieie is the least laine loi siHpieioii, the 
pioeediire laid dotui in rule I thS should he tolho^ul. 

Xei> 1 —In the ta>e of ii Fresnlenn p* t »!iiu oi a hisl clan lieail ellifffj 
the ao4masiei of the ofllee ito'lf ».h«nihl \» r« .odnl thi' iiiiiWMliate siieefior 
for the purposes of the prelinorian oni o mIi m o(<l ^tntihl 1,ike tlie sairte fwtion, 
cm reports reeen’M! from the IhaHitiaent loiueiiied of las ollife as n 
tendeat h reipnred to tike on siinilai lepoit^ ! tomi oflio s iihiiiiliriate 

tii> bun Xo leport damhl he riiaile by a fhesaleie^ >fr fo i rli ^ pe timohi to 
tlif Fieim Hff r4;eiiHial oiile^-- the etupnrs 4iO\\ o{ li i jll td llmf iIim mfeiili 
el tlio iHiefe* liau* hom daniiin'rl or timipeiHl luth. 

^ XotR 2.— If aav of the roiiteiit? of e ten tnul Im * o aioaap tie proceliir# 
kid riowft in nife 2(K1, slioiihl he hsffou I 

Notp Tie aft* laloiM o f# in 1 oHIh o| ilie alilo se* f mnol U» eiiierwd 
a iidt r f Ini a ^ < piieoi Utah m<o fw ofenied m lu oo^nit IHIe 
n Oe idilre mm aimot le pronotei \Hthm a o i mahh tone Mio .irtiile umH W 
d»liuii(l III the iistui %a>. 

XoiB 4.— In (Mses re the 'idhmn* o al* s neij i iitwklo^ rv ’ nllep, g 
iiaiMgrafils m the foliowui^ tu'ia-. ^ImnU h i lied to fie notice is>^iiecl to liiia 
in I II in 11011,4].-- 

“ I? ym Mi lie iit* the arte le a ill he toHUjrded to ilw ‘ no-dellirry ’ 

|jo I liifiu i^hiie on oi ^\oin neat < hi aitnid for Ike piirpme laen* 

I luted aho\* ’ 

198. Registered bundies bearing signs of damage or tampering.— i\) 

*\\ lien a registered hiindie i\ ret eived heating siioH ol damiigt* or tani|ier- 
iiig, i( shmihl hiMspeiiod by llie |HHl!iUHte! oi head Mnhr loH of 

tiftie^ and the finjeedine piOM-rihed helow danild he folkiweci hy liiw: — 

{a) Tt the registered hiindle U intemled for onward traiiamissiot^ 
the reginteml aitieles mmlosetl in it skmH he earefiilly 
senitiniHed and cdieeked with the entries in the registered 
list eiielosed in the bundle. If there is no caiMo for sim- 
picioii ike artieles Bhoiild be enclcHod in a freBh registerid 
Wulle, wlueli shonld be eloHecl, wmlecl and forwarded to 
(lestinatioii, a remark being written in the registerf»d list 
in whifli the registered Imndle i.s advised and uiso on the 
eover of the registered bundle eiplaining why the original 
registered bundle was opened. If the coiuliticm of any 
registered article received in a registered Inindle gives rise 
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to the least suspicion, it sliould be weighed (//i rates or 
eiyiitlis of a foJa), the weight being* noted on the aiticle 
and in the registered list in which it is entered. A lepoit 
should be made at once by the postmaster to his iiimiediate 
superioi or bj the head sorter to the Superintendent; and 
the article shonldj before it is replaced in a fresh registered 
bundle be enchrsed in a protecting cover addressed to tlie 
office of destination, on which a note regarding the condi- 
iifui, etc., in which the arti<de was found should be written 
and which should be closed and sealed with the insurance 
seal or, vhere this seal is not available, with the date seal. 
The registered bundle in which the article is again enrfosed 
should be replaced in the registered bag fiom which it 
was taken. 

{hj It file registered bundle is intended to be opened, the pro- 
ceduie laid down in paragraph (1) (h) of the preceding rule 
should be hdhnved in so tar as it applies to articles intended 
for deliveiy, the cover of the registered bundle with its 
seal being also preserved. 

(2) Jii every case, a note should be made in the error hook or daily 
report 

Notj] l.—'lii eases of^ tampering, ibe original cover of a registered bundle 
opened sliould be kept in the postmaster’s personal custodv until the encpuries 
m the case liave been completed. ^ In the R. jM. S., it should be attached to the 
head sorter’s daily report and similarly preserved by the Superintendent. 

Note 2. — See the Notes below the preceding rule. 

199. Uninsured registered parcels bearing signs of damage or taiiiperirg. 
— (1) When an uninsured registered parcel is received bearing signs 
of damage or tampering, a report should at (mce be made by the post- 
aiiaster to his immediate superior or by the head sorter to the Supeiiit- 
teiident, and the parc*el should be dealt vith in the following manner:' — ■ 

(a) If it is taken from a parcel hag or mail bag not addressed 
to ^the office or section, it sboulcl (except in sections) be 
weighed and the ivei(/hf hi tolas should be entered on the 
parcel awl in the last column of the parcel list in which 
it is invoiced. The parcel should he forwarded ewdosed 
in a protecting hag addressed to the office of destination on 
the label of which a note regarding the condition, etc., of 
the parcel should he written and which should be closed 
imd sealed with the insuranee seal oi% where this seal is not 
available, with the date seal. A note should also be re- 
corded^ agiiinst the entry of the parcel in the parcel list to 
the effect that it has been enclosed in a protecting bag. 
The protecting bag should be forwarded to destmtioii 
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iiiMdr tiie [mriri ht intjil hdU |h* rli^s- 

putfliinl in tho iimniier d(suihed in Ifi4 |,|‘ |!f4 

t!ii^ iiiiiy lifn 

II tin* jinrci^I i’s !4‘CMnvi‘i! in n }iaiu4 mail lia^r 

tn Ijie oliiae or heftifiii, the ji^i‘eiiaiiie<l pxrep! it* 

HHiioiis). the roiicliticm in whioh ii tva- Unm] um] *1111*11 
othoi wimvks as may lie oallerl loi nlioiilfl bo on 

tlie jjiireei, in the jiaroe! li^t t\ith whioh ii tise'wl 
aiifl if the tMirroi ii lor delivery, uKo on iti reeeijit. The 
fioiii wliieli the parent was taken 'Rith it^ eoid aiiJ ^eal 
(Should be piiMerTed and iniinediate noliee dionbl be piveii 
to the ibNimteliiiiir offlee or, il the de-^pafehiijo (nine a 
seeiioii, to reeord offhe. It the imreel i*, for onwaiil 
tiaiisinission it sliimbl be forwarded to destination in 
tjie niaiiiier de«^i 1 tied in the jjieeediii|if ^laii*ie. If if i« 
for deliveiy, the addiessee 'should be served witli a noiiee 
iind the hiither mdioii pmcrihed in rule 1^7 in nnineetiMn 
with fheylelivery of oaina^a^d leifi^tered ariVle'^ oi fbe 
iettei Mail, nlifmld be taken, 

every ease, a note slsMild be made in the mui booh or daih 



-“See Not«*s 1. S anil I lielow rule FIT. 


snrect enielops and Insured letters bearing signs of damage or 
“^(i) If jiii iiiMired <?ii?elojH‘ i\ reeeiVed bearin^r of 

r iamperiiiff, or if its weight differs from that noted on the 
sum to ^dve rise to mispieion of liavine been tampered with it 
(idfMiver to the podiimsiei or homi sotfei, who dambl lunHeli 
open it ayol tala* out ilie lontenU in flje pie'^enee of 'witne^seH, 
imiMi wy*ig!it (iii or eif^hfhi^ 0/ a /ob/), being noted on the 
I he mstiml lelfe? eiicdosed in the envelope sbonld then le 
scriiijiHHec! and weighed in the preseneo of ■witnesses. In all 
diieb there is the least eanse for Mispieion in regard to an 
liter m m whiely the w^eighf differs from that entered on the 
the oftci of posting, an immediate report should be made as 
by nile 144 and the proeedure laid down belmv shcmhi be 


lefter w taken fmm a bag not addressed m 
the offife or meimn, it should be forwarded enolosed in a 
fresh iiiRiirerl envelope or, in the 1. ¥, B., in a proteetim^ 
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eiLYelope ob wiiicli should be wntten a note regaidiag the 
condition j weight, etc., of the insured letter and the en- 
velope in which it ^as leceived, supplemented, m the case 
of protecting envelopes, by the No and the office of posting 
of the letter. A copy ot this note should be sent by the 
postmaster to his immediate superioi or by the head sorter 
to the Supeimtendeni vith a full repoit on the case, the 
envelope in which the insured letter was received being 
preserved. The fresh msuied or protecting envelope 
should be closed and sealed with the insurance seal or, 
vhere this seal is not available, with the date seal, and 
placed in the registered bag which should be despatched 
in the manner described in rule 197 . 


[h] If the m^uied lettei is taken from a bag addressed to the 
office 01 section, the procediue described m the pieieding 
clause should, if the envelope was received m sorting, be 
followed with the addition that a copy of the note referred 
to should be written on the registered list with which it 
was received and is despatched. If the insuied letter is 
intended for delivery, the addressee should be served at 
once vith a notice in the prescribed form (Invn.- 3 ) and, 
pending the ariival of the addressee, the letter should be 
kept under lock and kev m the postniastei’s personal 
custody. The envelope from which the letter was taken 
and all bags m which the envelope was enclosed with their 
toid and seals should be preserved. It, on opening the 
iiisiued lettei, the addiessee finds the contents to he 
collect, the lettei should be delivered to him on his signing 
the leccnpt and acknowledgment, but if he states that 
the contents aie not <oiiect, the posimaster should prepare 
a complete inventory of the articles contained in the letter, 
the total weight (m rates) of all the aiticles and the 
weight {%h rates) of the cover of the letter being separately 
noted 111 the inventoiw The inventory should be prepared 
111 duplicate and in the addressee’s presence. Both copies 
should be signed by the addressee and the postmaster^ 
One eopv should be attached to the unsigned acknowledg- 
ment and forwarded to the postmaster of the office of post- 
ing, With full particulars of the occurrence for communica- 
tion to the sender; the other copy being sent by first 
mail with a Ml leport on the case by the postmaster to 
Its miTiiediate superior. 


IfK addiesw dms not iinli to open the letter himself, hni revues: 
tk r to Ik so in presence the reqneil sh«ii he e»pWa 
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(2) It tlie condition of the insmed lottoi h^e to no snspiCiOEj 
tie insured envelope containing tt shonlcl, if mteiidecl for onviarcl tiaiis- 
Mission^ be foiwaided enclosed m a maiiied emidope or m. a pio- 
teetmg em elope, as the case may ie<piiie5 on i^lmh a note hlioiilil le 
mitten e\piaiiiiiig nln tie onginal enyelope y opened ant! win! 
siionH be dosed and sealed in tlie inmmi de^uibid in {Liiise of the 
prececl na paiapiapii In tie tase of proteitinp tmeiope-j^ tiie note 
should be supplemented by iiifoimatxon as to tit ’No ^ ilatej oihte of 
posting and meigbt of the lettei If tie ittei is iiitiiided in dtdiuu, 
the insnied envelope and lettei should iie made o^ei m the iMial I0lil^e 
to tie registration detk 

(d) A note ^-ioiild, m every tase^ be made ai tie eiroi book or daily 
leporL 

Nora— See JNoks 1, d and i lul^ 117 

201* Insujped bundles bearing ^gns of damage or tampering.— (1) If 
an na^iifed bundle is leccived bearing signs of damage or tampering, or 
if its iHglit difteis horn that noted on it so as to gne hm* tu su>puioii 
of having been iampeied iiih, it will be made ovei to tie postmaster 
or head lottei yho should iimBelf ueigli it open li and take out the 
contents la tie piestiiu of uiinessts Ihe ara^ rtaiin d 'wnglil fates 
a df^hiks oi a iota) bcin<« noted cm the enudope oi label, liacli in- 
sujed Icttei loniamed m the bundle should fbeii be caiidull} St rutinised 
and neighed in the piesence of vtitnesses. In all cases m which thera 
IS the leiibt t«iiise ioi suspicion jn legaid to an insuied letter or in which 
the n eight of an insined Jcitn dilbn fiom that eiitaed on it by tha 
idfut III posling an mimcdntc upon sbouid la in idc *is iU|iiiied by 
lull 14f-a!idt!n plot ediiie hid down bt low should !h iollcmed — 

[a) 11 jiu, jiuuuci Imiuilc u laian how i ugi^teitd bag not 
addfC'^sed to the ofinc 01 sntioiij the letter wliich gives 
liM lo suspicion should lie eiic Iom il In the postmastii m 
aii HiMind 01 b\ the head soitei in apioteiting 

i \cbpt nldic>M{i !) tin olliic oi dc stmaiioii on wiietl 
in iU 1 li wiitten a note umauhng tiie loiMlition^ weighty 
etc , ot the* insmed letiei and of the buidk in which it 
was iccmcsl (^uppbuiented in the case of tie E* M. S 
by the No. and oflue ot poding of the letter) and which 
should be closed and sealed with the insuranee seal or, 
wheie this seal is not avadabk, with tie date seal A 
copj of t\m note siould be sent by tie postmaster to 
iis immediate superior or by tic ‘head sorter to fit 
Bupermtendent with a full leport on the easis tie enyelopt 
. Ill wiici tie otiginal bundle was reieived, or if it was re- 

ceived Hi a bag, the bag with its coid and seals, king 
pieseivecl The insured letter endoseil la tii ittsirti 01 
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protecting envelope, vitli tlie other letters contained in the 
oiiginal hnnclle and the registered list in which the letters 
veie mvoieed should then he placed in a fresh insured 
huiidle or, in the li, M. S., in a piotecting hag vMch 
should be rlo-ed and sealed, a reniaik being written on 
the regibteied list in vhich the insured bundle is advised 
and also on the envelope or the label of the bag explaining 
vliT the oiiginal bundle was opened. The fresh insured 
bundle or piotecting bag should he replaced in the 
legisteiecl hag iioin which the original bundle was 
taken and the latter hag should then be despatched in 
the manner desciihed in rule 197. 

[h) If the insured bundle is taken from a legistered bag addressed 
to the office or section and is intended for onward trans- 
mission, the procedure described in the preceding clause 
should be followed with the addition that a copy of the 
note refeired to should he written on the registered list 
vith which it was received and is despatched. If the in- 
sured hundle is addressed to the office and contains any 
insured letter the condition of which gives rise to suspicion, 
action should be taken as prescribed in rule 200 (1) (6). 

(2) It the condition of the insured letters gives rise to no suspicion, 
the 111 sill eel bundle should, if intended for onward transmission, be 
forv aided emdosed in a fresh insured bundle or protecting bag in the 
manner desciibed in the preceding paiagiaph, a note being written on 
the fiesli envelope or on the label of the hag explaining why the original 
bundle vas opened. If the bundle is intended to be opened by the 
office, it should be made ovei in tbe usual course io the registration 
fleik. 

(I) A note should in everv case, be made in the eiror book or daily 
lepoit. 

Notf — See Notes 1, 3 and I below rule 197. 


202. Insured ba^s and Insured parcels bearing signs of damage or 
toipfiig.— (]) If an insured bag is received bearing signs of damage or 
tampering, oi if its weight differs from that noted on the insured label 
*-0 as io give rise to suspicion of having been tampered with, it will be 
made over to the postmaster or head sorter who should himself weigh 
it, open it, and take out the contents, in the presence of witnesses, the 
aBeertaiiiei! weight {in tolm) being noted on the insured labeL Each 
iii«?uie(l paicel contained in the bag sbould be carefully scrutinised and 
neighed in the presence of witnesses* In all eases in which there is 
the least cause for suspii ion in regard io an iniured parcel, or in which 
the weight of m insurtd parc»el oifferi from that mUi m the Ho. slip 



118 


Chap* 83 iwi siiGviioN^. [202 


pasted to it by tbeofhceoi aii iiniiipdiati icpdl dioiilil be modi 

a') lequiied In mle 144 and the pioMiiuie laid doiii bebm dijukl b 
Mimed:- ^ 

(a) If tbe msiiied baj^ is ihteiided ior onwaid iraiisaik^oiij tie 
panel irne^ use to anpn loi si oniil 1 1 ‘ i oi 1 o-h! » 

d pioteitiiifi bag addiessed to tbe < ili« e of ib n iiatiou, oa 
tbe lalitd ot \Uii<h a note legaidiiig ilie (i»iidiiioii \\pig!ii 
etc., of Ike paicel and tlie insmed bag iit wliab it uih 
leieived should be .tml \^buh &lioiild be i bned and 

sealed \>ilh the nistned ‘seal nr, \Uiere this seal mi avail- 
able, v^hli the date seal, A nott* ^Imubl ako be leu^rclul 
agaiiist thi** euti\ ot the onund pin* I hi flu paoel InT 
IJJ uliiiJi It IS Hivoieul jo ibe dted that tlie ailiib Ii n 
been eiadosed in a pioluiinii bag. Tlie united parctd 
in its pioteding bag slmnld tbei! be phued uilli the otlifi 
iiibioed paneU (li aii)) in a fresb insuied ban uboli sltoiild 
be closed and sealed in the mauuci piestntinl foi closing 
and sealing insuied bogs, a itanaik being uiiittii on ihi 
label explaining rihy a tiesli bag lias been used> ttnd ihiib 
should be foiuarded to deNtinalion inside the niail or piiiiel 
bag fioin \\hich tite iiismed bag tuis origiiialh taken, the 
mail 01 paiud bag being despatihed in the tiiaiiiier fb 'i* 
eiibed in inle PKl oi lb}, as the case in.n be, A 
iopT ot tbe note wiitteii on the label of the protectiug bag 
should be sent, with a hdl lepoit cm the lase, by the 
postmaster to his immediate superior o? In the bead '•ortei 
to tbe Superintendent, the iiisiued bag Irom utiiih the 
paicel uas taken, uith its und and seals, lieiiig piwerred 

{h} It tin iiisuied bag is intembd to be opened h\ the ohne u 
seetioii and contains '.oiiing insined piiittds, ibe panel 
wiuVli gives lis© to suspieion shimld be ioi^iirdec! to destn 
nation eiiehwl in a piotec bag uhich sbotibl be iliMil 
sealed and labelled in ibe niaiimi de^nibed jti ilaibe fri) 
i{bo\e. A fop\ ol tbe note on tlie label of tbe pioieetiiig 
bag should be uritten on tbe panel lint uilli uliiil tlm 
urtide uas leeeibed and is despatched; and a copy glioiilil 
be sent by the pofetnmsiei to bis iinniediaie stiperioi or 
by the head soiter to the Super intuident uitli a full rejort 
oil the case, the insuied Img fiom uhnli the panel uos 
taken ^lili iIh eord and seals being piesenecl 

Noir,— In the* R *^1 ^ th* mstiuftano in thi imceibni/ id iit 

weigliieg tlie parcel am! monlnig its apple to mad offices and not ti# 

teciioER 

(e) If the insured bag is intemled to be opened b) the oflne giifl 
Uititains insured pareeh foi ddiveiy, the iiddiwse© of the 
paife! uliuh ghes rise to suspicion sboiibl be served litli 
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n ihe pu^ctibHl honi (Imn-f), oiifl, pending 
1 nirual, ilic panel ^Inmld be kept tiiiilei 

^ Hill le\ iii tbe po4iiLHtei% fumul eiisto%\ The 
I bicr finm "idiii h tiie panel js i iLea with ccird 
lid d% and til the htg'n ni lUuili the iiisiiiecl ba^ \\as 
^idcMid '^\ilh tin 1 cold and seals sliotdd be pKSeiTecl 
It or r Hii iei the pneed th<» iddies-^ec finds the loiifeils 
to bf unin f the panel should be delneuHl to liiiii on his 
> «ii !ij tie n cupt and ackiicnUedgnsc at , Imt if he slates 
iHit ije coidi-nfs aie not coimt, Ihe postmaster should 
picpiie a fompleie iinciif-oiT of the nitides nmiamed in 
the panel, ancl wivj^h the rcnering of the parcel and the 
aiHcles ermtained in li separateh the total weight of all 
dm aifirlcH uul the %\eight ol dn^ (orenng being sepai- 
" h uotu! ui the mrentoij The iineiiloiv sliotilcl be 
on I n 1 H duplinie and in the addies^m^s 
liotli copn - 1 1d be - fnied b\ the addressee uid In llie 

piHtniisfcu Che cop\ dio ild be ittached to the nnsiened 
at kiionled^rnienl and torn u did to the postmaster of the 
ofhee td posling, wnh hd! p ttnnl »s of the ofcmienf e, 
Oil dion lo Ihe '-endei, t! < ct"^*! mpi benig 

serif In fiid m ui luili a lull leport on ihe ra^e In the 
postmader to his immediate snpeiior 

^^hl 1l ll uldit^M dtt I >t \u h a | n Hi pm 1 huincli hit i< pens 
till }MSUiust i in tb i »i hi-* ii < m lb u|u t s ub i c ir etl « i f 

It tin loiidiUun ed the iiniind punK i to no ^U’^pinoin 
iOst bib j i-ht^ ij mnl bia is uuended loi unpaid tiaiisiiin“'ioii, 

be ledoi * ] fi n^H d ! ttr ^ huh diotild he c I om d and seabd, a 
reiiiaih be at iitnii m the hbed t \p! uniiig \\hv the hag mas optiitd, 
an«I bill him dt M « ! n| r ftp fi tip n iin n dc^idid i 
ta d t \ t I 1 « 1 d Ific f n tj 

it siioiiP P I lib iM n i b c ii in inii il to the 

painlclfikoi Miitu an t* s aM'* m n be 

^ \ mi I onb^ n mm c be made in tlie eiror bo>k or 

cl ub m f r 

\oif \ t I iM u r H \ 1 ^ Ml nof- 10 1 

203* Casti bai^s beaiing ugis of damage or tampeHiiif.— It i i ad bag*^ 

fcuil il 1 1 II H yM o d m ii.c n *■ iiipttimi the ioiltmiiii! pirn dure 
shmil I bi b ill n ! 

ri) li t m iiiOiidul io* ciniud tnimmi^sion, t should lexcept 
III Mitoiml b x\emlhd did the astei famed ^eiglit (m 
dioiild be notn! on the b, o. slip dailv account, 
b II djp, or letristeied list, m the case may be. It 
^boiild tlo IJ In ti closed m a piotectiiig bag addressed fn 
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lilt fiiine o{ on the libil in \iluiii n iiciti it* 

tlio umdition, di oi ib^ id^h Itifr W 

wtiliih iiid siunilc! h iIchhI 4 iitl w tfi iLe 

lusiiniiM mmI 1)1 \vhfii il n int a\ iiblilit witb 

lli< ti ill ud 1 ho piolHlUi^ liJiT Im til l i foiuniilei! 
ti ih h\ iIkh III nil rho aiiounf, In in h o!b^ ir iiiiiil 
Uinli tho t hag tiHci, fli ,i oiint 
In mil ohito 01 noil hai In di ^jwtdi <1 it fii^» 

lujiiii ! (it M nhnl in Tiili l^l}, pi I m Idfi, the 
i bo iin Ih V iio n (II ilH‘ fbi‘ sliofilfi lip ^iiit at 
oiifi In iIh |t}stiiH>iu id ills Htipiuir of ht 

I!h h j i ml I to the hiipi niilemhiit 

Jj\ il i ih i(htl to he ojuiud it li mhi he t\ei.fh( i im 

itihi ] aiifl opfiiod, hhI thi (oilmb siMiiild he loniiteil b 
Ihe |io*^lnus1n n tb pn ( nu oi lulne^Hes If aiij nf 
ilie fonleiib oi the hag aie missing, a iqioti In lelejriaph 
should )( mih as leqiuied hy iiile lit, yiil t!ie ! loik^ 
(rul ltd seal togethei ssith all the 1 agi in idiidi if ’ngi 
eiitloMd vitli then <oid and ^lal sliofiM h pu4*neil 
A lull upon oil the ca^e should Ih sent at nme ij tlii» 
postiiiadir l<» hb immediite Bupeiiot, 

20$. Enquiries to be imde by Supriuteudent in cm6s of abstaatioa 
of the coBtente of articles.— It an aitnh whidi ht^ Intu Iih piiul \siih 
ibj ou dalneiy hmnd to ha%e had mv poitioB ol it (oiitu) ahstimteii, 
the Nupeiiiiteiidi lit, on leceisiiig iNtaintiori, should if iiue ohtaiii 
fiojii the addies^ee and ihe *imid(i, diimt oi, \su n m (s m, through 
the posial olliiei tomeiiied, lull paUnuIar** legaidirig l!ii contfit^ Std 
Talm of tin tUiih \ cothil « \ iiuniidioii should he iiiadt of tlii 
aitoh as \uil ts thi bans i whidi i\ wi inn\ml tml then loid and 
seals; and siiift empuius should he iiistituled in the iiiiees tad 
beet ions through ^diieh ilie article pa%ed. The amistaiiee of III 
llfigistiati and polue ^lundd he otdaimd uhiri reijiiiid II it ii 
thfOigiil neit^sin to m oh ihf hoi ol i i p df 1 id i tie slioiild 
he t a kill f!i i iliMimuhiu HOtinml h lii 5^ adiieiml to 

ft) 

208- SteiH to be taken if any of the contents of a tnuait of mail bag 
are missing.— jl) if on opining a tiainit m ina 1 Itag monwl, whatlier 
addresfted to tin* oiliie oi witum oi not, an\ line I'vlinii fltmilil iie 
contained m it is lonnd missing, uu uumiiliaie tipoil Hionkl be made 
as tefjxured rule Jtl If any icgistdisl (im hiding insured) 

artirip nf tbe ipitoi imiil or anv registered I im hiding msiiied) or 
nnipgi.stered aitiile of (lie panel mail is loimd hhoit m a mail hag, 
the proiethue laid dmin in the nt\t inle should be iolioftid 

ii) The lug with its lord and seal, should be presened in the 
cuhtoih ol the postmaster oi head smtei, and if it is not addiessed to 
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iliM iiiii p ,,j foioilier lug 4iouIfl be used to iorward the contents 

In If II, f ffii, ieiiscuk f‘\plaiin*iia ^\IiT it ha^ been siikstitufed lor 
ihi ni bat.' boinc* \uilteu on ilie label and ibe mail list (if any). 

1 1 A Aioabl be made bi tbe eiioi book or daih leport* 

206. Short receipt of rellslered articles of all Muds.— fl) Ti a registered 
aiti b* Ilf am kind, iuvohmI hi a u•‘g^^teled li^i oi pai<el list, is not 
jeeenu!, ibe j)o*^iina^ter or bead ^colet ‘sboiibl al onet* lake possession 
ol iii»* }k)u H,\tn in \\bidi tbe ajtnie ^bonld have been entlosed 'Witli 
Its Libfl, 01 ^jjid (Old, the list and ibe other aitbdes (if any) 

entiled f ibe !iA, all ot wlurli be should earefolly examinej noting 

any diM u^panfics and nmking Ii rtnnarks as may be necessary on 

l!e li^i. It tbe missing aiiule an insured parcel, the postmaster 
OI load dionld (oinpaie ibe aa'irregaie weight of the insured 

|uitib rMfiially leceived and the weight of tbe insuied liag and its 
Moib, i Old and label w tb tbe tveigbt marked on the label, FI the treiabt 
agieei, it will tend to show that tlie insured paind ^iippoMol io be 
iiii'initig wa- not plneei! in the bag, tint enteied by a rleinol error in 

the 01 that it wn'' mi^^ent to some otliei olK(( oi ^ectioIG or lell 

beliiid by mistake in tbe o(fb‘e oi sec'tiou wbifb nuicle up ibe bag. If 
a upi'^teied aitble wliick Aiould hare bemi ineiVed cun lo^ed in a 
legi'^reied biiiulle b miwnts the matter should lie lepoited at once to 
tile |H)^tiiia-teu who w 11 iiunuMliaiely take po-«isession of the registered 
Iniudb* and tbe bag in wbieli it worn enclosed with its labelsj seal or 
•leals and lord, and eatetnlly examine tbe (ondition of ilie registered 
bundle to see wlielber there is any leason to sUspe» t that it 1ms been 
t impel ed with. 

A o I I ih U tl s, rh«» msnuMien jinmi wnghing [t|iplie8 to iiiaii 

♦ !i I p ^ 1 s m i mi 

Ibe bag oj llie legisteied Imndle in tvbieli the missing article 
hath! 0 0 been ctd, a * hok (on* aid oi ^caK, and 

H tiiM bii^ I aii\ ^ Oi iH < bid oa„ u him le was eiicdosed, 

Hull tlifoi loul and ^eal'', sboiibl be pr(»ser\i»d, ft tin* bugs or btindb‘s 
lib}i aie tn be pieserr(*d wune not addresaed to the offiim or Reetioii, 
' ^ * m f,. slioiild be Gawaided to dfMinatifm enclosed in other 
^} \ i !1 N u ! b dll* » ud -(m!u 1 wbh tbe iusiiiaiice 

1 ’bo lb’' ' il m c a\*alab(fn uitii do* ^ b i isOfe being 
^ tliM b.lnd m c ah’ 1 (! ?n 'be ^ ’ r I " hi list fil aii\ b 

I \[d iM ijL m!i\ tie h ij m b ndi» ^ j.. h^ ’ -id >t t’ltMi On the original 
b m 0*1 {Ojdb*, 

1/ I'be mU ! a bt i i smtn ■'boiiid nnims] ateh ie]gtii the loss 
as M‘ jiii’o t b\ I’de ill. lie b add nnke a iboioiigdi '-ixiTi li for 

ifie ailifle oi the ntbn* MI mad taii.'and it if laiinot be finoal 

lake dov ji tbe name- uf al! pieauj ’mlndnaj postmen, packeis, Tan 
|UMiis, pi»iieis, etc.), muing tfa* share lUiitdi taeb bad in the wmrk of 
140 eiviiig, opmiiiig and handling^' the mail with which the missing arfielo 



117 


Chap. 83 i\\f ‘-n^rUJHSs. [206-08 


^!i<pulii n iicn*Ns,u\, be should {ue\eiil :iN\ i»}if‘ tiuui 

iliU llu" oiloe oj the |d«ttb*nu ,it iho teniuiuil statioii, llio 
iiiav he, |Hiii!iiitf I he anna! ui ihe poliu , whn Uhi) , i! it i\ lOWhideyHl 

.uhisahhu iie suiNiiiofinl. Tht ‘talHUuiii oi ali tiu* utfiiio!'- fiTf«*i;it 
sHOiilil lie leuinlefl in ^uitusp*, and ilie? •-huultl !»* naju led lu llie 
deposit hais, tliidi sienaluies hunt! witnosMod \iy Uu* p fitui fn* ur head 
MUlH. h an\ of iheiii oh|u U to In eaiilied, t!i«‘ tiiinal <d Ihe pelite 
fi^liuiild lauiw. tiled \\ lu u the puln e a!!nf% uunn ul llie ofhu* i 44ild -li* 
liiuit or set should he puiuifled to leave till sin h pieiitufiiau invn li|;a- 
tiMii, *H nniy he imisideUMl uu Iteon loiiijihud, A lull 

Ujimf III all the liiuniutaiu t> sinmld then he made hv the |MHiimuter 
o his iiiniiediate siiperioi or In the head wtei io the Sup *i ifieiidnd. 

207, Eiii|«iries to be made by Siiprintendeiit In cases of loss,— (1) 
llie ^ii|iuiiitt*iideiit should lose no iiim* in ui(|iiiriiig’' iiitci the alle|;|or} 

lie should eareduliy (‘\ainim‘ the h<ins, uud unci seals ilmi luiTe 
heeii pieseiTed and, ii neeesuiiy, tecjuest other Snpeiinhmdeiii'. uiiil 
oliieials io assist him l)y making emjuiries nifliin Iheir respeiiive juris- 
dictions, fie should, as soon as possihhn ohiain lioni tin* addreS'^ee and 
seiidei fit tlip Io4 artiede, either diied or thnm^h the Supeiiiileiideiit ol 
post oitim eoneernedj full patfieulais re^undine its loiiteiils and value, 
the f ir(‘umKtam*es iinder whieh it vva-^ posted and anv otliei intormalion 
lhat may he inailahle. lie should Mmnnuiiieaie this infoimatioii when 
ieieiTed to the police il thc‘ imvc*stigat mn lias heeii placed in ilieir hands, 
and also iiiinisli them with sntdi olheu’ endema‘ as imi} fiom lime to 
rime come io liis knowledge, to enable them to prosecute the intesiiga- 
tion. 

(2) In impoftaiit cn* dillieult (as(‘s, the Huperitiieridenl should himaelf 
III (need to the of!ic*e or io the headejnarters of the set, as the ewe may 
lie, to which Hiispicdoii of the theit or loss attadios; and, ii iiemsary, 
risii the oWiees or seedions through whicdi the aitiele passed, in older 
to follow up the empiiry from ofhc‘e to office and section to section. In 
ulher rases, if the RiipoTiutendent is uimldc to lie p!f‘seiit, an insjiectoi 
may he fh*piitt*d io c‘arfy on tlu^ em|iin\% The latfej should keep the 
Siipeiiiiteiideiit in formed of its pio^ies-.^. 

208, Complaints by addressees,— il)^ It thc^ addressee of a registered 
aitiide ot the letter mail or of a 3e|iisteied pairel whicdi he knows or 
has leasou to helieve wms posted, complains oi not luiring remved it, 
the complaiiiafit should he asked to state the senderV name and addiesi 
and the prohahle date ol postina. These paiiicmlars should he com* 
iniinifaicd at once to the othc‘c 'vvheic the urtiede is alleged to liawe 
heeii posted. The postmaster oi that otfit*e should, immediately on 
receipt of the f*omplaiiii, ascertain whether the artiede was despatched 
and, if so, issue a search hill to trace it, pioTided that sufficient tiiim 
has elapsed for the article to ha\*e reached its destimitiou in the ordifiair 
c tmrse. 
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i2j A note should be made in Botli oflioes in tlie register of com- 
plaints 0 !, li iiiis lecrAtei is not mamtaiiied, in the enor book. 

209* Goaiplaiiite by seiiem.— (J ) Wkeii emiiiiries as to the deliTeiT 
of ciii iiiiiBsnred legisl eied ailiele of the letter or parcel mail axe made by 
the scmdor at ilio"'ofhre of posting, he should be informed that, when 
a ^peuai postal acknonledgmcnt is not paid for, the office of posting 
refcivis no notice from the office of delivery regarding a registered 
article or paretd, unless it is lost; and that, in the absence of any in- 
iiiiiiiatimi to llie coiitraiT, it must be (*om*liuled that the article 
con t‘ct ly (lelivertid , 

|2) li the sender oi a registered article of any kind produces evidence 
that it was not received by the addressee, as proved, for example, by 
tile latter's htaieiiient to that effect, or gives reasonable grounds for 
beliecing that it vas not delivered, the postmaster of the office of posting 
slioiild iiiiiiiediately make empiiry at the office ot dtdiTeiy, and it the 
result is not batisfactoiy, he should at once issue a seaieh bill to tiace 
the missing article. Should the contents be stated to be of considerable 
value, the enqniry from the office ot delivery should be made by tele- 
graph. 

[;lj It ihci sender ot a registered article ot any kind tor vliitli a 
postal m*kiio\ded}*iiient is due complains that he has not receired the 
ackii(H\leclgineiit signed bj the addressee, the postmaster of tlie office 
of posiiiif^ should take immediate steps to obtain and delivei to the 
wilder an attested copy ot the addressee’s leceipt on recoid in the 
ofluc ol delivery. It the sender produces an uiisigned ai kiioi\Iedg- 
nien , ilo* |Hi-liiiasiei diould send it to the office ot delivery for supply 
of tue oiiinsffiu, 

l4) A nolo should be made in the xegister ot complaint'^ oi\ it this 
register is not inaiiitained, in the eiror book. 

210. Search bills.— (1) The object of a search bill is to tiace a bag or 
a regisicreil artffile o! the letter or parcel mail during its eoiit'-e liom the 
ofliu oi despulcli io the oflis c ol iirial destination. It may be issued 
liy tie po-stiiKi^tcr nt tin oiiue oi posting oi delivery or bv an 
ijiU hasimle iniu oliue oi lecoid oih« e or In u isiijrr odeer; 

and imn co lonuad- to ihe oliin* oi del vci \ or lijfluaoK to 
the cjf poslIi,„, Th»^ thuidt A-, le a vanli lull ii 

p!cvciit debit and ledmc i one'^puiidtua e lo Inn big an article 
tliioiiiad sincial oifiu oi citio?!-* mme qua IJy tluui diitHi eiHfiiiries 
iidtire^oHl fii fach oilice f)i esu on mu alim the (then If lerv ini*" 
poiUifil, ilteHloit, tlui! the or a ^oatj a bill or diAposul at any 
itagt* vlioold not be dcd.ned. Ti diould In* iorvaul bv fiist mail 
to the fioA ollice or rawd o!lne in ad^aiae, and the last office dealing 
with it slicaild return it as soon as ii is completed to the officer by vlioni 
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t wiiH Sfjuli 1 li *^!]oii!iI Ik* fMin.pffn! r? „ 4i rn! nii n* 

1 ! fMleif'Hioii r?i ot ,1 un^h 141 ^ '1 \Hd^ 4 ,i 

2 } T1i«» cif!jfi‘f in N I bill M liM I M 1 hIii ,4^* 

Hi I4 Ia4 fnliiiun f4 I ?*f J no ?4 <m vl{*4 i n * 4n4rMi, 

fiii'l ill ^ 'i4oi!ih4oni liiiH 1 • H hr ,1 |io -4 !*» fi^ i} < 41 ip'n 

tliiriimh Ian! t!iO sniM li liil! ^ Ir tin 4 | » ,, ililp 

clalfiT {till] Witliiiii! aiilnihi;*' iril*» iiiihntK? 4n i I . \ m*|i\ rf 4a in* 

iinrlvN on l!io •'ooiali 141 ! oi M lo jnajMin! n dnnlii <h\ mil 

oiio oojn 'laailtl lw» m*iiI In 4 a m ^ th i , on ap* liv 4io o «l 
final i]nriiali<iii %\!il«!i 4ioii14 ioIuhi tin vatnl } 4 *nilt ^ 4 aom. 

pletciL Till* tlio ^nufli lo’l! -^loiilil h t* n1 !o il o •'liiiii^ 

offioor, iiai am iltTiV iii tlio roroifif of n^oniiat’oii tioiii aii^ ollicfi 
«<Vni!i! Iio !>ioiii»'!il Ity liim to tin ijotin* oi tlu* ptopn initlioritv. 

41) When the seateh loll 4 lotinmil nmipleierl to the ihmiini/ offiier, 
it nlioiihl In filed m’ih tlo* nifdis nt tin remark- mnde h\ flu ofliiew 
throiii»h \4itM* lijif d^ It pa>ml, 

211, Counplaifits of loss of iiii»gistered anicles* -Ij lUionnor a 

uiwplidiil i\ Hiado, either hv tlio nndoi u 1.^ iho .i»ldfonoi% of tin* !im 
ot aii tnifoirHlerod arnh ie, the olluor to ulnn the MiiapLutit h preteiieii 
^liDiild at ofiu-* a« hfiiAtloihtio it md inlnm tho f oinpl iinaiit ai flie limit 
tiiijO'fluit iioimoid n hop! oi moh ailidoi \sh !o i!i ioiiimmiI traiMtiifi^ioil 
Ilif0ii|:^h the post, lint ttoit even eltort mill ho toado in trart* tin aithde 
aiiil ifiaf il il is fouiHl, it will ho dolivnod to the addic i^oo or tlii^ ^oiiilor 
as flii‘ oaso I11IIV H'Mjimo, II lln ailiilo a!!o^M»fl to han* toniauied 
aiiyfliiiiff the loei^tialion or iasnmiioo of vh di n i oinjitihiin , i'lio hrosiofe, 

fill* jir‘4a! riiia io Hoiidiiiti" d niiioirnfoioi] shonh! ho pointed fviit to 
tlio « oitipla ijafit. 

(2) Toijiaiiy dioiild ilnii ho made simvIftiPHni^h) from the rdlifes 
0 ^ podirm? and didifory m mell as from the Bond ladter Offire whiei 
serves flie ofliio oi post*ii|r; and if the arthlo n liot trauMhlo at iiii? 
of oliii f , ilio lao* dio’ild la dts n! 

212. Loss of an article odEtalKltig anything of ftlue.—jl) In emm 

where il i^ allopod iliat the unitenfH of a iiiireiriHteml artidf 

weie ’^aliiahlo, llio notion laLoo liv the Hiipeiiiiteiideiit in disponin^^ of flit 
fompiciini, the nmiioH oftI(‘ia1 desi^^iudimiiS. and sliaTiicte? ef the 4iis- 
pel fed persons, and his own eomliisions in the uno, slnmld lie speciallj 
refioried for the iiifoinialion of the Hoad o| tin* Chiilm The leport 
slicnilil stale whether the postine* of the iirtiele was ptoveil m not. If 
miy |miiisliiiu*nf is imp(Hed hv the SiiperinteiHleiit on a siihordhiafe 
whom lif» is aiiiliorisod to punish, if should he rneiiiioiied in the report* 

f2l A spoeial report mill not ordinnrilv he nefossary in ra^en in which 
ihe foiiioiiis ot a unieirisiered aitide ha^e not hecm dpcdared to 

he of any imliie. 
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213. FfequeEt complainits against the same office of section.— When 
the fieqnency of complaints of loss aSecting a particular office or section 
canses suspicion to attach to it, the case should be reported to the 
Head of the Circle, and the Superintendent and the postmaster or head 
■sorter should exert themselves to discover the dishonest officials. If 
the complaint is that numerous letters which were posted did not reach 
the addresses, it may be useful to post test letteis, and with the 
assistance of other officials watch their transit to destination; or the 
houses of the suspected persons may, with the sanction of the 
be unexpectedly searched. If suspicion rests on the office 
of delivery, the same means may he used to detect the offender, t.c., 
the delivery clerk and postman should be watched, and tested by meaii'^ 
of test letters. If the actual offenders cannot be discovered and the 
losses continue, the establishment of the suspected office or ^^ection way 
be dispersed to offices or sections where they cannot act in concert, and 
their condutd in their new appointments sliould be strictly rvatcheiL 


CAms m mAVn akb ms^rrEoraxATioN. 

Fraud faetlltated by lai of mis- 

uppiopriation of Hovernment money bv postal official* will 
it the rules uliich define tln^ lespoiHihilitr ot each official are 
erifmced, awl if the balawes ot post oifnoi are \eiifjed aiul the s or- 
rectiiess of the accmintn tested bv t!ie postmaster in atcoiihime uol 
tlie detailed iiistim tious on the Mibjett. When a s\steni ol Irawl i- 
caiiitHl on hi a pi^t ofln e, it uill gemoally be toiiiid that seveial nieni- 
heis III the eslaidishnnwl have been acting in collusion, am! that the 
pf^sliuaster has been !a\ ni his sn}N‘r\ isi<w. 

215. Check on credit of upald postaf,,e.— i \\* n . -ujiewi-iiiii 
tifliH I has ifMsoii to siiH|)e«t that a po4 oifa e under (iwtioi la h to 
afloid I rwl i loi the full amount ot jwwtaue due on aiufles lecsdved lor 
del \e!\ , hf 'should apjd\ te^i^ to of the posiiiiastei In taliiig 

lade Ahuion !n In- a^ oppolf ni U \ ot llie oo>laLe on despati li- 
ed I ) tlo‘ oilin n the pu ‘onn of uitnt‘se^, and if net essait , 

rlie t o-opciaiioii ot otlnu olfitials, Siuh co-ooeiaiion will be specially 
micssan m case- where the offn e io be ieNted itcei^es unpaid slalmn 
iilabs «l the iettei mail iiom more than one oiin e or tioiu an office 
m sniimi oiitsicle the Niipeuiileinlent's piiisdif tion bfcaiise, for the test 
Io ifc cmiiplotn note-, oi the po-taue due on all the despaicdies reteived 
on the same da^ !n lln^ offu e In be t# sled must be ki pt at all the despatch- 
ing oflh es awl sections, mi that tbe a^ureuaie postage due on all the 
<b‘s|wffhes iiiav be nunpared witli tlte entn in the letter postage 
account or in the wewo. of unpairl pastnge taxed ami received direct, 
as the ease wa} be. 
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(2j Siniilarijj when there is leason to suspect that a po^it olliii* 

.vcess^ credit for foiward postage^ the s\ipei\]sing officer ‘should applj 
3sts in the manner described in the preceding paiagiaph by fa fang 
.ote of the postage due on forward bundles made up by the oiiee, and 
laving the notes kept by the receiving offices and sect mis jii respect of 
ill the forward bundles made up by the post office on the ^^aiae diu^ 

as to secure a comparison between the uggicgate postage tliib 
jertained and the entry in the deposit account. 

(3) Supervising officers of the R. M. S. should, when icipie^icd to 
do so, fully co-operate with those of the l^ost Uftce in < anuiip out tfiiae 
tests. 

(4) If a system of fraud in respect ol postage is c!K{<»^tut*d to liau* 
existed for any length of time in an office, it mill oiieu be a piooi that 
the supervising officer to whom that oflifc is suboidiimte has neglectecl 
his duly. 

216. Temporary misappropriation of money.— Fiaud h 
committed by officials in respect of money lecehed in ihe cxeuitioii 
of their duties which is misappropriated for a time, the amount being 
afterwards made good and credited in the a(H‘oimts. This is a very 
serious offence, punishable as a ciiminal breach of tuist, even ilirnigli 
there may not have been any aitual loss. If a postmaster or a super- 
vising officer has any reason to suspect fraud of this naiiiie^ m immediate 
investigation should be made. 

217. Deicienoy in the cash or stamp balance.— Tf a supervising officer 
finds a (deficiency in the cash or stamp halance of u post office or leiotii 
office, the postmaster or treasurer or both in the case of post officer or 
the record clerk in the ease of record offii es should he called upon to 
produce the money or stamps. If the official or officials cannot do so 
and are unable to give a satisfactory explanation, action should be taken 
as prescribed in the rules on the subject of ciiminal offieii(‘es in the 
Posts and Telegmfhs Mamml, Volume 11, the case being reported by 
telegiaph, if possible, to the Head of the fircle. 

Nors.— In the ease of a biancfy office ni diarge ot an e\taiHh*|Kiilmciitiil agent 
mho has "been allo'^ed to make Ins own aiiaugcments tin the cy^lcichy of catli, 
stamps, etc,, when a deitcieney in the cash or stamn halance is noticM by » 
supenising officer, tune should he given to the ettra-ciepattmenlal agent to send 
for the cash, stamps, etc,, and no ehaige oi fraud should U made aga mst him, 
unless he is unal)le to pjodiice the lull Imlamo shewn h\ the accoiiais williia » 
reasonable time. If any imreasoiiahlo delay ocfurK, the supers iiiiiig offirei Ntioaid 
make local enquiries and if he has good reason to suspect dhlioncstif, he *'iioiiId 
proceed in accordance with the m&tinctions giren in tlie aWve rule, 

218. Gumplaiits which indicate fraud.— Itvcty ccmipkki which poirds 
to fraud must be enquired into without a momenta unncc^egsary delay. 
The enquiry should be made with the same promptitude as an caqiiity 
by the police into a complaint of a cognisaWe oflciice. A Siipfria- 
ten dent or inspector is expected to he able to move at a inoineiifs iiotict 
towards any point iii his jurisdiction; and, if he delays to mike m 

t 



122 


Chap. 8] nVESTIGATlONS. 


[21840 


enquiry into a complaint which indicates fraud or a likelihood of fraud, 
he will be held responsible for all the consequences of the delay, whether 
the complaint was leceived direct or from a superior officei. 

219. Keport to Postmaster-General in fraud cases.— In cases in which 
a sjstem of fraud has been earned on in a post office, in connection with 
the savings bank, money order, or any other department, or when anv 
blanch of post office business has been utilised by the public for the 
commission of fiaud, the report of the Superintendent, besides stating 
the lesnlt of the enquirv, the action taken, and the conclusions drawn 
by him, should set forth in detail the manner in which the fraud was 
committed, and point out any defects in, or breaches of, the rules by 
which it urns facilitated. The Superintendent should also in such cases 
submit, either in his report or separately, suggestions that may seem 
to him necessary for the amendment of the rules. 

220. Requisition for money orders on receipt of complaints and their 
presenration. — •(!) When a complaint is made regarding the non pavinent 
or wrong payment of a money order, it should be decided as early as 
possible whether the money order is necessary for purposes of the en- 
quiry. If the money order is needed, it should be obtained without 
delajr from the Audit Office if it has reached that office and has not 
already been destroyed. The peiiod of preservation of money orders m 
the Audit Offices is generally one year from the end of the period of 
currency in the case of paid inland money orders and three years in the 
case of inward foreign money orders. 

(2) Inspectors and postmasters who are subordinate to Superintend- 
ents should not send applications for the return of void money orders 
direct to the Audit Offices When a void money order is required 
from an Audit Office for purposes of enquiry or reference by such a 
postmaster or Inspector, the Superintendent should be addressed, and 
if the Superintendent is satisfied that the document is lealh wanted, 
he will request the Audit Office concerned to send it to himself, or to 
the postmaster or Inspector direct, as may appear expedient 

in the circumstances of the case. In making requisitions for void 
money orders, the Super intendent should state the circumstances in 
which they are required. 

(S) Inspectors of post offices and all head postmasters may call for 
paid money orders from the Audit Offices direct for purposes of enquiry 
or reference. 

(4) Unless the return of a paid money order obtained from the Audit 
Office is specially asked for, it should be preserved with the rei^rds of 
the case in the office of the officer who conducted the enquiry and 
destroyed with it in accordance with the rules regarding disposal of 
^records. 
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221« legufeitioR cm the Audit Office fcF dischaFged mii certlieates 
OF WOTaats cf paimeiit in respct cf safia^s haul wMhcimwah*«--,J| 
JiiHpecItiis and poslma^t^^is i^ho an* lo a hiipi lali lu oi 

(la-^s pobtiiiaslw lilt* not *iut}i(nHnd to i ill loi rl a laiix^i fa*-ii iiiti- 
iii4iloi 01 ol |ia\iiHnt hi H^spni of fuiif w 

inmi the Audit OHicc diiMt \Uhhi a di i i I liil li iii oi i 

man iiii oi |l|■\lllfud is inpi hhI h\ fi an olio la! loi |mr|itt r t ! iii\ 
01 laiioiiH ilie hiipnnntcndi ?!t ot the lust cia^^ pOHiu i Pi linjil }itt 
aihlie^stri. Disf haignl tasii nutilicatis am pn^onni n tin Awi4 
Offii e for eight %eais coniiiing iiom the ditM oi flirii i luil Hid 
maiiants oi pajment for thiee \ears. 

(Jf) A tlisi iiaigeil insfi mitiiicate or a variant oj pauiiiitt <ilitaiiiHi 
iumi tlio Audit Olfue ioi ptuposes of uipum oi rifiruiff sliinilii iiol 
Im letiiined iiiikss retuiii is speualK a kid ioi liie \iuhl llilice* 
it filiould he piesened with the rtdat!\o hie in the ofhu oi llie hiipeiiii- 
teiideiit 01 PosIniaHterAleneia! nt In 1 1 1 4ss poHt!iniHlt*n tht ease iiiav 
be, and destroyed with it n «mm jd iiae miili the niles legiidiiig dispoMai 
ot lecoids. 

222. Ipplicatici^ to ChecI OMm for telegraphic adfices.— It Ifgiaphic 
iUhicis appt itaiiniig to paid teJigi«ip!iu niofin ohIh s aii iita incl li) 
the IVlegiaph Pheolc Otiico lor tlnu rnontln, hut iliiho udatiiig |a 
tflegiaphie moiiev ordeis the pa\tiuiit ot mhuh (aniiot lie iracfd art 
pieimecl ioi ninh luilhu pniod an !na\ la* iiHossan tot audit iiii!|Kise 8 
PiHtiii istn vlTfimeial >hoiihl apph in tin \4Mmr1ts Ulfii t r, lilegiapli 
iliuk llthi e Ihiliiitia, tor any paitunlai ad\iuH lhat 1111} hi ii‘C|iiiieii 
toi uispHlioii. The ad\ifps should he letiunHi lo the Him L fiffiee 
mheii no loiigiii require tL 

223. Claims of defrauded prsons.— •( J 1 n all c asi ^ i \u pi tlone leki ltd 

to HI pHiagtapli (4), mhue loss hits Inen lausod to ati^ pi piwiE 
b\ iia\iiig Hu n luHippiopi i Hi d lo» a po tal oific ai or tiaiitliili fitly 

oluamed lioiii ilu Pent Uthn la an mitsidei, tin PiHtiiuisl«u4ie«i*ial 
ihcjuH issue ordtin lor the aiuimiU to he letanded to the didraiidtcl 
pi mow as Hooii as fie han adiiuttul hii fLuni H is inijimtaiit that there 
yiijiild 1m lit) iiiiiieiessan delav in sat sKiiig tb 1 laiiiH of ditiiiudecl 
|H moils Hi Hull < asi and tin iipn\Hing oiln ei loiiHriiid slimilcli 
tliiii Ion. ippK loi tin oHlei id the i*ostinaslu4ii iieial on tins {lomt 

soon as the itW Is aie < lear. 

(2| Ik cases mheie luonej lecciud for the msiie of a moim older 
has hmi iiiisappiopn ited h\ a postal (dhcial-mliiumei the imHcip|MO- 
pwiitioii nun lia\e taken plan and the claim ol the del landed leniitter 
has been adiiiitted h\ the PoHiimmin-Utnnah fht rtiiiiftei sliciiili! hi 
asked whether lie mishes the amount to he lepaid h> hiimelt or fe!iiitt©<}, 
tiuoidiiig to Ills original iiilentioin to iht pu\Hn In the Ininiei uih#^ 
the Fcistiinistei-tieneial should oidei the amount iiidndiiip i fiRitfiissi0i:i, 
III he leliiinled; in tlie lattei 1 ase the coniTumHiun \ul! he idamed by 
the Posi Oftice. 

e2 
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{]j la cases a ^loag payineiit of an ordinary or telegrapliie 

money order has been made in consequence of a deception having been 
practised upon the leinitter by a person who personated the real payee, 
the oulers of the Director-Gen eial should be obtained before any refund 
is made. The Postmaster-General may, however, sanction refund in 
such cases without reference to the Director-General, up to the amount 
fihith he can write-off. The amount sanctioned should be adjusted 
in the accounts by a write-off if not recoveied from the paity to blame. 

Hoir.— Tins paragraph does not apply m the case of wrong payment by Foreign 
Foetal Adm iiii&ti at ions of money outers I'^siiecl in India, ^ in respect of 'which the 
Indian Post Office is exempted by ia^ fiom all responsibility. 

(4) In cases of the kind referred to in paragraphs (1) and (2) vliere 
a repoit or statement is required to be submitted to the Director-General 
under rule 176 (1), the Postmaster-General should mention particular^ 
of any refunds that may have been ordered by him, while in cases 
of the kind referred to in paragiaph (3), he should make his recom- 
mendation as to whether a refund shonld be gi anted or report whether 
the claim has been rejected. 

(5) Any sums refunded to private persons before the recovery or 
adjustment of the amount of the loss should be paid from the cash 
collections of the office which makes the payment, and the items should 
be shown in the accounts of the head office as advances lecoveiable 
until the final order of adjnstment is received, 

MiNOE IBEEGtrLARITIES. 

224* Articles misseat, overcaMed, mlsdelifered or delayed*— 1) 
Although eases in which articles, specially unregistered aiticles, are 
accidentally missent, overcarried, misdelivered, or delayed during trans- 
mission by post, are not serious in themselves, the frequent eoiiumissioii 
of such irregularities in any particular office or section or by any parti- 
cular official should be viewWl seriously. Tf the official in fault deserves 
punishment, he should he punished depaitmentallv, unless it be prtAed 
that an article entrusted to the Post Otine was v clela^eih missent^ 

overearried or misdeliveied, in which case the oiders ot the Head of 
the Circle should he obtained, 

(2) 111 dealing with cases of ai tides that have been delayed, the 
SiiperinieTident should first asceiiaui that the detention was not diiq 
to miscoimectioii of tiaius or other unavoidable cause''. 

22S* Cower of article to be obtained,— When a complaint is received 
from the puHh regaiding the missending or misdelivery or delay in the 
transmission of an tmiegistered article, the foiiiplainarit should he 
asked tor the cover ot the article. Tf the cover is oblaiiiecl, it will often 
he possible to asceitain from the impressioiiB of the dafe-stanips where 
the delay took place, or tlie mistake in missending, overcairiage or 
misdelivery oecurrecl* If the cover cannot be produced, no enquiry can 
be made, and the complainant should be informed acrordiiigly. 
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■ OHAPTIR 4. 

OF MAILS 13BE1 Tfli: WKICifiM ENT 

system; 

fhme ruifs, the frjm:,mon 

fifu^:r hi! whfirn the nuu!,^ are mmh arrr fo fhe iiaihraif; uiul the 
eritriMitni neeieinfi affiecr*' menas the affmr hji lehrim the maHi 
ate nrneeil fram fhe The reeeliunfj mul the fiespafehinfi aff* 

eef t/irti/ h(\ in the cam of a pimf: office^ the posimmier or a elcrk^ or 
a wMiil peon of the office: and in the case of the IL M. S., ri mrter^ 
mail mjent^ or inml puarfL 

CJekebaIi. 

226t Deiaition of weighmettt system. — The weifrliriieBt system is tie 
sV'ifcein ill torre or State Bailways and other Eailways to'wIiieE State 
Railway rides apply, under whlcdi elosed hag’s fmaiR parcel^ piieket, or 
transit), without limit of weight, are eonveyecl in luggage vaiw in the 
ciiMiocly of railway guards* Mails m earrieii are cdiargefl "for, at^eordiiig 
tci^ weight, at the rate of 1| pies per rnRiincl per riiih% Biihject to a 
ininiiimm cdiarge for ^ each despateb as for | inauiic!, no Teserreil acconi^ 
moclation Being provided. Paynierit for a regiiliir daily service is macli 
half-yearly; payment for oeeasional despatches is made iiiofitlily m 
presentation of Bills supported by vouchers, 

K7* Cases in which the wellhmant system may be ticfted*— (1) The 
object of the weighmeiit system is to provide a regular daily exrliatige 
of mailft Between offices sm^ed by tniiiijpfwfant railwoiy lines or wlicrii 
the mails are Ifglif, or between offiees situated at stations at wliicb the 
mail trains do 'not stop, or where it may be eoiisiderecl desiraldc to have 
an acblitioiiiil despatch by a train other than the erne foiiveying the 
regular iiniil. The wu^ighment system may also he lised for trans- 
mission of mails between B. M, S. sections, or betereeii R. M. K. wail 
offices, or Between post offices, or between sections, mail offices, and 
po4. offifjcs, whenever local circiimstan«'*es may render this c’inirse iksir^ 
able or necmsaiyu 

f2) Every proposition for the exchange of mails as a regular daily 
f-ervife by the weighment system shmitd be (mreftilly roiisidered b} 
tiie Head of the firele with" reference to the importance of the minis, 
the Riiiiiber of articles to be benefited, and tbe cost of the despatch 
tindfr rule 22fi. If the proposition eoncerriB a section or mail office or a 
pent office in another firele, tbe consent of the Head of the other Circle 
should first be obteinad* . ■■■ ■ 

Xorc.-'-WInm there is n double service C«) in ehargi^ of sorters m of a mail 
gwnrcl {iod (h) iinder the waighment system, cash and insured artiVle'^ of tiw 
letter and lum-el moi!?^ shmiM tie despatched eiEdnsively tlirmirii the ftirmer «rvice* 
Ai-roiint hav/ and brunch office bags should also lie similarly ch^Hiiaidied; bit 
if H ktuaen tlmt these bags ia not contain cfisli, postage ^atiips or Briiiili 
fiodal ru'ibu’":. they msiy tie sent under the weighment system eiic^lo-i^^d In Mail or 
traioit bags, if iiiis m found advantageous. 
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228 , Weilbment system as a regular sewiee not te be introiicei 
withoat fefefeice to Deputy Postmaster-GenemL — As Deputy PostmasteTs 
(ieiieral aie filone authorised to addiess the Eailway authorities regard- 
ing the introduction of the weighment system as a regtilar sermce 
oii State EailwuTS or Railways to which State Railway rules for accom- 
iiKHiation apply, the Postmaster-General must communicate on the 
subject with the Deputy Postmaster-Geiieial eoiirerned, and furnish 
him, in respect of each bug to be despatched, with Ml particulars on 
the following points, r/:., (a) the office of despatch, (h) the railwa\] 
fetation from which the bag uill be despalcliedj (c) the office of destina- 
tion, fr/) the railway station at wlii(*h the bag uill be delivered, (e) the 
lailuay designation oi the train by which the bag “will be convejedy 
and \t) the piobable approximate weight of the bag. The Deputy 
Postinastei -General will address tlie aiiihoiiiies of the Raihvay con- 
cciiied, nmnfioiung the da(e from which the bag will be despatched, 
and vill ioruaid a copy of his letter to the Postniaster-Geiieral and 
Siiperintendeiit, E. M. S. All coiiespondeiice uith the Eailway 
authorities about irregiilaiities in connection with the weighment system 
as a regular seiwice will also be conducted through the E. M. S* 

Koit.— "T ills uiIp does not apply to cases in whicli the administration of the 
H. M. R. is entirelv m the hands of the Postinastei -Geneial, 

229, Definition of occasional desimtehes.— The s}stem known as 
orcmional Je^ pat dies is the system in force on State Eailways and other 
Railways to whicdi State Railway rules apply under wffiich the Post 
Office is empowered to foiivard mails by any train, even though such 
train may not ordinarily be employed for the conveyance of mails. 
The provisions of lule 226 apply to these despatches. The "weight 
of an acrmional des2)afch is also restricted to five maunds and the 
minimum payment for each despatch is six annas. 

230, Cases In which the system of ocoasioml daiptedhes hm^ be 
adopted.— (1) The object of this system is to obviate the delay to which 
mails may someiimes be subjected, owing to misronnecti mi ot irains 
or to the unusual bulk of the bags on a particular oecasion oi* other 
unforeseen (*auses. The Postmaster-General will (‘oraiiiimicate to the 
Deputy Postmaster-General the nainCB of the post offices authorised 
by liiin to despatch mails under thi«i system. Onlv large offices situated 
at junction stations wffiere theie aie'no mail offices should ordinarily 
be SC) authorised, fifficers of the B. II. B. may make use of this system 
"whenever necessary, 

J2) Closed parcel mails (not including insured bags which under 
existing rules may not be sent by the weighment system) should be 
boobed ancl^ iorwarded through tbe Railway in the *brake-vaii in all 
cases in wffiich it may be found economical to do this. On State Rail- 
ways and laihva^s to wdiicli Rtate Railway rules apply, this should 
be done under the system of occasional despatches, and on other Rail- 
ways the parcel bags should be lumked as luggage or in any other way 
wffiich is found to be safe and economical. 
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Despatch chbee wfhhimeni ^\snM as a iiyiiiiii ^ uixui . 

231. PrapratiDii of In# for desp^teh.— \\ liut uud^ aif in 
wiiiclecl mider ilip i1i imiif oftiirj ^liyoM 

fep|Mi4te the hags iiito— * 

a) those to be toHynded in ba^Sj aid 

(6j tiio&e ty be iIes|Mt« bed Inttse. 

All Imgs aclclrehsed frr the same oifMe oi seaitsii ur to hn (Wiieieii iil 
tlip sa»w Railway hlatiyii \fill «*yine under Imid tm, and all otiiais uriilei 
head (fe). The foiiiier should be eudiised lu a fiaiy.l bac ot 

suitable ftke in wliieb a mail list, piejujed n Die lytial maiiimi, sboiiid 
also be plaeeiL ¥0 mail list is lie^*es^al\ in the ease oi litig^ lievpaiidied 
loose. Daeli tisiiibit bag aud eiu b bag «b -pai^ bed loose shoiikl be iiilfelletl 
with a weigbiiieiif systeiii labeL 

232* Eutriee to be made Ie mail list- The lospaii ofhee sbfinbl 
prepare a mail list addressed to tbe station loastey defttiluip on llif‘ list 
all tke bags (due and tiaufeualj to be icu warded. 

233* Ttaisfar erf ba|s to station master.— Tlio mail w tli the bags 
to be loittarded, should be luaidHi orei to Die mastei b\ flw 

tbNpatfbiiig ofliecr, arid the latter should nee the bags foiinted itt liiq 
own presenecu After all the bags liav* been examined and ^biikei!, 
he should obtain the station mastoiA sigiiaiine 011 ibe duple ite of 
the mail list. 

234. Half-yeariy weighmeni of bags.— ilii* iikiils Imiided owr to the 
station iiiastcu fui the Isi Maiib and Die Is? Sejdimbor nj imi h \t*ai 
iiUHt be delivered b) a lesponsibie offieei ot the deHjwti lung offite utter 
tteiglimeiii in the pie^^eiiee of the statin, master, The mail list simiib! 
be prepared, in liipiieate bv meiuis of lailioii paper on tliPM* dates: mnl 
as eaeli bag U i\eig*}nd weight >bndd be leuiided «i!i the li^fs In the 
^aiiif fiuee^’^. Il tOi\ fail ut the mail is robe In special riie«.seiiger 
liiidei iide it sbmdd also be weigiied, ami ineliided iii the total 
weight on wdiieh llie ball-yefuly itiaiue is laleiibifisL After nil the 
bags Inue been weiglied, tbe olfieei deputed by the Fosi (Iflire and tlie 
stiition imisfer should sign all fiie copie of the jimi! lists In the eaibon 
piofess. in attestation ot tbe enfiies. Tbe cnigiim! and diiplieute isipies 
lit the iiiuil liA slionld timi be banded <ner to the Htafioii iinistei mill 
file tiiplieate id oiiie forwarded to tlio Super inteiiileiit, II. IL K., a 
ropv of it feeing fdaeed on leeord. Tbe station iiiiislei will keep one 
of bis eopies as the Eailwmy leecad, uml send I be other lo I lie 
Iliilwat Aeeoinds llfficer to be attimbed as a vciiicdiei to l!ie bill 
jiiiiiei! to Die Depiiiv FostmuDeidkiieral or fbi Foslrotslir^-Qwitrti 
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coacerned* If the voucliers are in order, the latter officer should accept 
the charges supported hj them as final* 

>nOTE.— By responsible officer ” in this rule is meant, in the case of a post 
office, the postmaster or a clerk, and m the case of the R. M. S., a sorter, mail 
agent, or inaii guard, Where a post office is s6 far away from the Railway 
station that the postmaster or clerk cannot be present at the Railway station 
on the weighment days, the Superintendent of the postal division will depute an 
inspector or some othei competent officer to be present during the weighment of the 
bags. 

235. Despatch of mails containing yaiuafolas to and from offices or 
sections seried solely by weighment system.— (^1) Whenever any mail oi 
mails for a despatch made hy Railvay from or to an office or section 
served only by the weighment i»ystein are known to include insured 
articles or ca&n or hotli of a higher aggregate value than Rs. lOU, the 
mail or mails should be sent in the custody of a special messenger (who 
may be a postman, oveiseer, or other official) to the station to which 
they would, in the oiclimiiy course, have been com eyed undei the 
weighment system. On such occasions the usual mail list, duly stamped 
and signed, should be made over by the despatching officer to the 
station master, the words no mail ” being entered on the list when 
there are no bags for despatch except those sent by the special mes- 
senger. A second mail list should be prepared addressed to the 
messenger, detailing all the bags (due and unusual) to be given to him, 
and this mail list, with the bags to be sent in his custody, should be 
made over to the messenger, who should grant a receipt for them on 
the duplicate of the list. On reaching the station where the bags are 
to be delivered, the messenger should hand them over, with the mail 
list brought by him, to the receiving officer, and should require the 
latter to count the bags and receipt the mail list in his (the messenger’s) 
presence. The messens’cr should letiirn to liis headquarters by the 
next train. 

(2) Heads of Circles will deteimiite, res^ards each f)ffii*e oi st=^ctio!i 
under their control affected by this lulc, the official to be employed di< 
messenger in the contingency mentioned above. 


Receipt unbee weighment ^YSTEH as a eeghlar seevice. 

236. Receipt of malls from station master —The receiving officer to 
whom the mails are to be made over by the Railway^ should be present 
m the Railway platform on arrival oi the train which he is required 
to meet. On arrival of the train he should take over from the station 
master the mails despatched under the weighment system which have 
been brought by the train, and he should, after counting and examining 
the bags in the station master’s presence, grant a receipt for them on 
the railway way-*bill. In the event of a bag having a damaged seal, 
m being ni a torn or otherwise suspicious condition, it should be opened 
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iiiiii.e<liatc4y fiy the in the pif^eice of the «tatic>t 

toastei. Trie loiiteut^ siionM be e\aBiiiieiI iind noted in «i lUt, a inmtk 
beiijir liOKle us to wiietlier I- aii<l ilie Ii4 dioiiltl 

tteij bii signed tjy botli tlie leciHving ofieer and the ^tutkiii miiiter. 


flKSPAiri! rXBIF 01 iHinsio\u iiimhhiiis* 

237. PPepaMoE of I>a4s tm desptch.— W^ieu oaiK ne ti in* foi- 
warclwl as oeeasioiial despatehes, ibe (If^putehinif otflre ^lionld sf^piiiale 
^lie bags into— 

fa) those to be enelosed in iiansit and 
hj tho^e to be forv^arded loose. 

All !iag« intended for the same ofli<e oi Mt'inon oi to be delneieil it 
the same Hiiihiay station will roiiie nridei head la), and all iitliers nmier 
head (h). The foiiiier should he loelosed in a liahf tiaiiHit bug of 
suitable sise, and a laail list detailing the bags shcnild bt* jdueed in the 
Triiiisii bag. The latiei should be entered in a nwi! lint mlinii slioiihl 
be IcHteiied to the neek of eueh tnig sent biosio In imoi east* the 
tolhnuiig note should be leeoided ini the rineise of liotJi eopie^ sd the 
mail {number) bags forviiuJed as oreadoiutl desinitelies owing 

to ^exphnmikm nf fhe mn.%f rlneh mresidaiei tk§ hags ming smt mt 
o/ the iffpitfir eom^sfYh Eaeh irati'-it hag and eaidi bag diHfiatched 
loose sliontd be labelled ^uth a weigliineiit system lalieL These kbles 
will lie supplied by the Jfeputy FostmasterAieimal to all post tiffieeif 
mail ofliees and seetions authorised to use the s\sle«i of oiisisioiial 
despatches. 

238. Entries to be mMe in inquisition.— The despidehiiig oHifii should 
prepaie a leqiiisitioii on the siatioii mahter forward tlie bag to be 
-.eii! us oMM^ioiuil despatt*he^, in uhieh should be sjieeifieil the tiiiin 
by uliicdi the mails are to Ire eon\eyed. details being gi^en on the rineKse 
of the form (original and diiplicatel of all the hags to be foriuirded. 
The W|iimition should he signed by a lesponsible officar (see Note to 
rule IM 41 of the dc'^patehifig rdfiee and impressed uitli the niiiiie-staiiifi 
and date*staiiij). 

Xnif — Ihe Iniiiis ei ie(|UMtHai will fie supolasl the IJeputy Fostwmster- 
Iffiieral ti) all offlieH imthiUiMHl io deunitdr m«il^ uiaier the sptem of occaiiotiid 
ii s|iatclies, 

239. Monthtj list Wquisltlous. A monthK !i4 oi rH|iiiHifioiiM sfitiiiM 
be inaiiitained by the despatidiing offiee, and flic entries in it yhifild 
be illed up at tile time the leqni^itions are piepared. All leqiiisitkifi^ 
should be niiiiibeTed in a eonseeiuhe seiies, the Nos. biiag ttwi from 
the iiKiiiilily list. A liesh series id Nos. bluuilil be eoimneiiffd st ^h© 

of each immlh, 

24i. Delitaff of Mgs to station masler.-- The ur|ibia.l part ot the re- 
f Uistiiofi, ujfli the luigs to be bn.aided, shoiibl be liaiuied ewer to the 
Slaton iira^ter bv a iO'pm'ilde otto*ei -ee Note to rule 234) who 
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should see tlie hagb eoimted and weighed in his own presence. As 
e[4c}i hag is weighed, he should note its weight on the duplicate of the 
requisition. Aitei all the hags have been weighed, he should check 
those weights witli those lecorded hj the station master in the original 
requisition, and, if the entries agree, obtain the station master’s signa- 
tine on the duplicate of the requisition, 

2H. Intimation to be given by teiegi?apli to reoeivli^ office*— Wheii- 
eve,i mails aie foiwaided as occasional despatches, the despatching office 
should intimaie the fact bv telegraph to each receiving office concerned, 
so as to ensure a leceiving officer being piesent on the Eailway platform 
to take delivery of the mails. The telegiam should be framed in accord- 
ance with the code message given in the Telegraphic Message Code^ 
and should be classed either ’’ or XP according as circum- 
stances may require, in order to ensure the delivery of telegram at 
destination before the ariival of tlie mails. 

242, Submissioii of monthly list and inquisitions to Superintendent*— 
On ihe 1st of each month, the monthly list of requisitions (which is 

a lied in loose sheets) 4iould be forv aided in original to the Supeiin- 
ent, E. M. S., accompanied by the duplicates of all requisitions 
issued up to the last day of the pievious month. If no requisitions 
have been issued, a blank list should be sent on the prescribed date 
with the woid AaF ” wiitten acioss it. 


Receipi u:\der system of occasional despatches. 

243. Eeeelpt of mails from station master.— The leceiving officer Rliould 
be piesent on the Railway platform on the arrival of the train which he 
is leqidred to meet. On airival of the tiain. lie should take over from 
iht station master the mails leceived as occasional despatches, and, aftei 
counting and examining the bags in tlm station master^s presence, giant 
a leeeipt for them mi the lailway way-bill. 
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Mmmix A* 


APPENDIX I* 


EULES FOE THE EXCHANGE OF AETICLIS BETWEEN ISIFEIIIAL POST 
OFFICES ANft POST OFFICES IN INMAN STATES WITH OTilCH 
POSTAL CONVENTIONS HATE BEFiN CmWtrJEB, 


■PAET I. 


Eu »8 for the GiniXIKCS OF Ijl'PlEML Ft>s5f OlflCIS flN'CMTHINO ,1. M« 5, iECTIOSl) 
FEACEO IN COMMUNICATION WITH- .POST ' OFFICES LN InDIAN StaTES. 


DeSFATCH Of. MAIM. 


1. Artiolfti tfiat can forwariiid«-^Iiiaperk! post offices are aiitlicirisecl to 
86 Ik 1 to post offices in Jncllan States ' wltli rliieli tliej am pliicecl in c0n:iiiiiialc»« 
tioiij tli 0 loliowing classes of artietej viz, ,‘— 

(a) Unregistered arlklaa of the letter paid and iiapgiil, wiilioiit 

separation, in a bundle. 

ib) TJniiisiirefl registered articles of tlie letter miai! (hicliiding 
(c) Uiiiiisiirecl parcels (registered, unregiitem! and T.-fi.). 

SiCimoN.-*Foreigfi articles on wbicb iKStage is diia must alwayi be seat 
tliroiigii the Imperial office of eicliange, (Bee rule 23, 1 

2. Daily ixclittiige of wall tegi.— A mail bag miiit be exeliA»g«d daily witli. 
tlie p'ost office in the liKlian State with wliiefi ^tlio Imperiai ricwl oftice is in 
cuiiiiiiuiiiciitioii. The mail bag will coiitiiiii articles of tlie cin^«^es iiientionecl 
,11,1 rule L 

3. Oninswrail rngmtwm artiolai of tfi@ Itlttr mall,— If tlwre tro aiij iin« 

iiisiireci registeriHl articles of the letter mail (inelwling for despatch to tlio 
incliiiK State p€«i office, they shoitld be treated in the same way as otliet registered 
artides posted in the office or reeeirocl in sorting, m the case itmy lik The 
arfcieies shcmki be entered in a registered list for tlie Indian State pm% office; 
thfo- tinii be tied in a biincHe, with the registered list on top eiicItMMl in 

a registiTCMi hd% luicl tiuni placed lit the mail bag, A m^ihierml iist slioiiid be 
clespaieliiHi daily to ilw Inciian State post office whether ilier© are any registeml 
articles to be entered In it or not. 

4. Uninsurii paroel«,-4f there are any tminsnrecl registered parceis (inelrniing 
T.«p.) for despatcii to the Indian State post office, they shemid m treated in tbi* 
saiiic way as other niiinsiirecl rtgistered parcels posted in the offic*o m ri‘c?eivi4 in 
sorting, as the case may be. The parcels should be enteml iu a iniiTeHiRt for fli© 
Indian Btaie jMWt office: they should then bo placed, with thf parcol list to whifli 
tlie iiekiiowlecigiiients {If any) should ha attached, in the mall bag. parc^el list 
should be prepared ©very day for each post office, mail oiTico, or mjtimi t‘iiL*red 
in the sorting list, wlietlier there are parcel mail articles for despa tcli or not if 
on any day there are no parcel mail articles for despatch with a parcel Jjfrt the blank 
list to iioWit .should be duly stamped and signed, and the word Ni!^” shoiilcl 
written in the places for totals. If th@r© are any unregistered imrcels lor despateii, 
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they should be treated m the same -way as other iinrei^istered parcels posted ia 
the office, or received in sorting, as the case may be. 

Mote I.— If a registered parcel on which any charge is due is received for 
transmission to an Indian State post office, the parcel should be forwarded to the 
Imperial office of exchange. 

Note 2.— Redirection fees on parcels are retained by the Administration which 
collects tiiem. Redirected parcels should, therefore, be disposed of like other 
parcels. 

t Sorting list* — A sorting list will be supplied to every Imperial post office 
in communication with post offices in Indian States and will show the manner 
in which articles intended for delivery from the latter offices, should be forwarded 


Receipt of mails. 


6. Articles that cars be received, — ^Impeiial post offices will receive iroin Indian 
State post offices articles of the classes mentioned in rule 1 enclosed in a mail 
bag, the registered articles of the letter mail and parcels being entered respectively 
in a registered list and a paicel list, and accompanied by acknowledgments, if any. 

7. Disposal of conloiits of inall bag, — ^The contents of the mail bag should 
be stamped with the date-stamp, and disposed of in the usual course. The 
registered and parcel lists should then he placed on record. 


Misciillix».ous boles. 

8. Receipts for mail bags excbangecl.— Whenever a mail bag is made over 
to, or received from, any responsible official of an Indian State, a receipt for 
it must always be taken or given in a book. Receipts need not be exchanged 
with runners. 

9. Money orders and insyred articles, — ^Thc imperial post offices referred to in 
these rules are not authorioed to send money orders and insured articles to any 
post office in an Indian State; but if a money order is issued for payment in an 
Indian State, or if an insured article is posted for delivery from any post office 
in an Indian State, such money order or insured article should be treated as if 
intended for payment or delivery by the Imperial office of exchange. 

10. Action on irregularities noticed, — [f any article entered m a registered 
or pared list is not received or if any such ai title is lefeivecl damaged^ or bearing 
signs of having been tampeied with or li any other iriegulanty is observed, 
immediate notice should be given to ihe Imperial office of exchange and action 
tiiould be taken in accordance with the rules of the Po*?ts and Tele graphs^ Mamal 
m the subject so far as circumstances permit. If the irregularity is a serious one, 
it should be reported by telegraph, if possible, also to the Postmaster-G-eiieral. 


PART 11. 

Boles foe the ouiuancb of lyopuEiAL offices of exchange m mAum with 
Indian State post offices. 

Offices of exchange should carefully study the eonventions with the States 
ioneemed and the BetaiM Regulations for carrying them out. 


Gbnieal. 

11. Application of preoiding nilos,— Buies 1 to 8 are applicable also to the 
fai|wial office of ©xchange, except that poQ^eis for the Indian State office of 
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exfliaage slioiilu be forwarded m a imrcel fiag, the mail bag being ihed iv r tills 
|mr|if>s© only %lien the niiiiiber ol parcel ?n ul articles to he clc-patrlied 


lNl30JliE!> AE1ULES. 


12. IfiswrocI artiolw 1m tleiivary In an fndlan Sttti.— fnsiirfd Icttcig mi 
pawds posted in Britisli India for deluery ni an Indian Htatc iniist pass 
the Imperial office of exchange, where they should be treiited like other insiureii 
articles posted in the office or receiTod in Mirting, except that in the u» of 
insilieil letters recf‘Hed in sorting, the insured ein elopes, w-fiieh will he addrewcl 
to the postmaster of the linpoua! office ot t^jithange ^houhl he openiHi and tlieir 
contents should after the usual check he ciuIom*<I afiesh in iisumi eifetopti 
addressed to the postinastor of the Indian ^iufe offue of exc‘haiige, 

IS. insMfiil articifts posted m asi Indian Stilei*— laiuretl articles, pwiied i» 
an ladiaii Btiita lor delivery m BiitLsk India, mmt pas^i tliiMigh the lirtpcriiil 
otfis© of esthaiige The> will he lernml Ircm the Indian olliie ot ei< It inge, 
entmed in tli« legwkued or parcel list, ,ind aecomimrued by uiknowledgiiiirits to 
he signed by the addresM^es. The insuied nitulcs should lie tiea1i*d m if rirnied 
in sorting, except that tli© Iiwmed m\idopo^, in the case of iiisiiied it ikrs, bhouli 
he imenoa mi their contwits should liter- ilu* u mil check he embmi afredi in 
tnTOopii addrewed to the ofucM of ffilwcuy. 

Norr.- liiKiiicd hundles uw.c beexchatimd wfieii pH»'‘cnhcd udli the (oiiHiit of 
the htite Postal Authorities, 


Mom \ o! ui iis. 


iUiinafd ^lu^nni nydas. 


II Honey orders drawn ©n an Indian State.-- \ll money orders imiludiiig 
\.-p I pasahh* iii on liHimii hi. tt wih be lu oicd fo the Iniptriiil ofke ot exebaego 
limit liic* Impel ud ottiie of i mu*. Partuuhu*' of i\nm orders pmcliitliiig iIhmi 
issued by the Impel lal office oi evhango it ell) should bf% cufeiW! in the mitwatd 
Iwt ol iuoiie> ordms well hi ^‘parute lists and |ournals of moimy ordern piiici 
The ordeis slimikl he impressed with the stamp Paul m inmie 0/ Ifidwm Rtate) 

III ml ink. The oMoiig nmms order ^tanip and loiiiui moiuy order stninp 
also he iiiipiessecl in the proper places. *fhe No. aud date of each iitouey 01 dw* 
prowled by the tiaiiw oi liie oBueoi isMie ^lumid he eutued in ink o» the iKirtiMi 
of the iiioiiey order form that u scut to ilu Indian Htate office d exiliiiiige, tiiiis. 

AlUior© 250, tilted lUth June 1922 'b The uordH specified mi the iTfcw 
in the entry iieceived tli© siiiii ^peiitied cm the !e\esH6 at the top of the leei ipl 
portimi of ‘the money order lomi dumld k* Moml out, and the actual 'iirimwit of 
the iiiOEoy order sliould he writteu iu ink m words and figures in their place, 
Tim receipts and ackiiowledgimmts, together with the coupon im the nwpik and 
iutimatloiis in the case of y.-ji. money mthrs) should then he cut oi from tlie 
money orders. The iiioaey orders should be put aside for httl)HCC|iieut tiofepatcli to 
the Audit Oflice coacemec! with the list of money orders paid meiitiOEed in tiile 21, 
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15. ©wtwarii lists ftf momy orders.— The outward lists should be Eumbered 
Ie a coiiseciitive series commencing trom the 1st of each mouth and should he 
prepared in triplicate hj means ol: carbonie paper. All the copies of the outward 
list* With the eoupoas and the receipts and acknowledgments (or receipts and 
intimations) enclosed in an envelope, should be forwarded to the Indian State 
office of exchange entered in the legislered list. The receipt of the registration 
clerk should he taken in a separate leceipt book in the following form : — 

“ Received outwaid list No, , m triplicate with an envelope.*® 

The list with the envelope should be sent to the Indian State ^office of exchange 
tied with the regisiered list. The receipt bo^k will serve as an index of the serial 
Nos. of the outuard lists sent to the Indian State office of exchange. 

i2) The postmaster of the Imperial office of exchange will be peisonally respon* 
sible for checking the outw^aid list with the money orders entered therein. He 
must also verily the total of the list, and follow the procedure laid down ia the 
rules regarding the examination of money oiders by postmasters. When the 
duplicate outward list duly signed by the pobimaster of the Indian State office of 
exchange is received back, the total of the list should be entered in the money 
order account (on the roveui* of the aceoiint-current) and the list should be filed. 
The date on which the list is km eued ba'^k should be noted on it. 

Ex£ibi‘TO> .-'""O iitw ard lists maj be prepared in duplicate in the case of Chamba, 
Jhind and Nabha States. 

16 Disposal of receipts ani acknowledgments.— The Indian State office of 
exchange will tile the leceipts ugned by the payees. ^ The acknowledgments wdll he 
forwaitled by the Indian State offices oi pa.Muent direct to the Imperial offices oi 
issue tor ilefiverv to the leniitteis 


IniKud money orders. 


17 Money orders receiyed from an Indian State.— All moM\ mder^ (inclmlmi^ 
? -|) ) i«ssued ill an Indian fetaic will be udnetl b\ the Imperial office ot evclumge 
iiom the laclmii State office of exchange. Ihe oidets nil! be signed by the post- 
master ot the Indian State ^office ol exdmngti and the name~4amp of the Indian 
State office of issue will be improssed on the acknowledgment^. The Indian State 
office of exchange will note its No. on the receipt and acknowledgment poitiom 
of each money order, but the No. on the mone} order proper will be left blank to 
be entered by the Imperial office oi ev hange The money orders will be received 
enteied in inward h&ts which will bo uumbcKd in a consecutive series eommeneiiig 
from the I si of each month and will be prepaied m duplicate. Both copies of the 
list slicmld be signed by the pm»tmastor oi tk Imperial office oi exchange which 
should retain the original and leturn the duplicate by first mail to the Indian 
State office of exchange. 

18. Oisposal of mm&y orders,— (1) The money orders received from the Indian 
State office of esclmnge should be txeated by the Imperial office of exchange as 
though the latter wore the head office of issue, except that the? should be entered 
m a nepirnttf list and joiuiml oi money orders isuiod and numbered in a separate 
mnm, aad that no comiim^sum riumld be sluwn in the list and journal The Mlt 
tetiil of thli journal should not bo iraniterred to the cmh accoimt. but should bo 
onteratl in thi rooney oidor account on the leverse of the account-curreat. The 
ttaitip i» (time o/ Indmn mte) should be impressed in red ink on the 
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nioiii r oidf IS ahou tlu‘ Si^iiatuie of issuing Tlie irniaid list sficml I 

tlieri be filed. 

(2} The po^^tiiiastei of tlio luipeiial office ol excliaiiLO» uill tie piriansllf »s|K>a- 
sible for fliockiiig tke iiniatd lisi uitli ihe mmi} oidois ^'weiiprl lie mist also 
veiif\ tlis^ lolul of tlio list viith the total of, the seimrato of umnf orders 

issued, and follow the pro<edino laid down in th oidiiaf\ ink- lej^aiilmg the 
exniiti nation of mone\ orders hy postmasters, 

Jsori' —Tlio stamp inferred to in iiiis rule should alwa\s miiairi imder lork and 
key in the fjer^oinil rn-^torh of the pcjstmaster who should he tery nii fill to see that 
it IS impressed on lacmey oidei'^ la prfs(n(f» 


rndantud and ufmed momp omn 


in. unciaiiiieil aim rafnitci mmm^ orifers iwwed^ In an ^ Inillan ilati.*-*!! » 
inonev ordor issued % an Indian Rtate eannot he paid in BriHsli India, it wil! le 
treated under the rules govaming the disposal of unolalraed and inoiw^ 

orders hy Im|>er!al pmt offices of payment, and reiurmed to the Impenal offif© cif 
exchange which sIkkiM it m the next outward Iht m ill# sumo way ns aiiv 

other laoiwy order payable m the Indian State, writing tlw wouh ** lliyhtmml lor 
Sefum!) repayable to remitter In the column for remarks m the Iwt. 

20, Ifiiiilaliiiii and rtfuiad w«it| »im iwiiiil hy impirial imt 
If a «ott« owitr iwutd by an Impi^nal office* cannot he pmei In an indiati 
gtfttot H returned in original to tin* Imomial ollifc ol cYoaup |mn«l in 

Iht cornwponditig part of a freah mone? order for pnjmmt to tlie wmitiOT. Tim 
iiioimv order will bo troatw! iu all ic=«perii!i like mio wutwl by the Indian o 

No. being ii^Mgried to it m ponciL The amount of the money order will l» cnti^red 
in thi Ifiwftrd list under a neparate group and the words ihmeme^nMu lumd 
ift firti 0^ fMchim^d (or fefv%fd) i&ffiff o| moiifv mhr 

He. MU *■ Will be wriftim acrosi^ the paitiioafs of 

* the moBe? order in red ink. The Imperial office of exchange Hiwuld treiii ill© 
fiwh riwiwif order in the same iray as other mono? ordma iviied in iiic Iiicli«n 
Rl de, inf the fresh ordor '^houM bo Iwuod in the name of the original raiiiittCT iind 
!♦ I I t% ililf to hiHi and ilie i^nginal office of i siii shmild mi mmn ah fto 
I* H I M 1 t 


\iiii - It 4 fimncs ouln isMiod by uu Impeniil post cilice w tiinseii! to ft to 
1*1 b, irdiH*rted by, m\ Iwhm htate tlm pHwedinc^ laid dcmii m ihin fiilc Mlmuld be 
ibit the origmal office of payment iin the case of iiussfwit crderHi 
nun !c .isifi otiice of pt^simnt fin tin cum oI otdei-^ hi i< dip i fc di slioiilU lit 
sliwfi fi ii« oflift ol pniiHiif on the lif-li oi«h i on! tl» wtiid 'mi nt »** 
iirtiiH icd i th c M hM^ lit l.i uhl be ub litntul lor th iimd uHihnwii 

ill til lu 111 tt! itai uro the piaiifulai'- of the iresh moiii} mdtf 


Siihmh^inh of of momii orden U imiit Ofirr 

2 i, List if tninif ifiers paid*— *()u the dates prcftciibed m the wdinary titles 

lui the submission of lists of inonoy ordors p-ud. the souarnto list o! money ordm 
I».iid prepared under rule 14 should he foniardwl w'lth thf 5“"*^ ° t Ktmm 

Audit Office concerned in an arennni enyolDpe registered on Bervicc, itic 

“ Paid inTnam To/ Indmn Staif)" and the ohlong money ouler stamp 4.ouW be 

iiiipreswl at the top of the list, 

21' List of money orders issued.- On tlie 

lor tlie subiiu^sioii ot lists ol immes (irdcis issued, the sep.irato Iwt of rooms oiii t. 
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issued j prepared under rule 18, should he forwarded to the Home Audit Office m 
an account envelope registered on service. The^stamp “ Issued in (name of Indian 
State) ” should be impre«sed at the top of the list. 


I3NP4ID FOREIGN ARTICLES. 


23, Foreign letters on winch postage, etc., is due.— -(1) Foreign letters and 
packets, intended for delivery in an Indian State, on which postage or any other 
charge is due, inii»t pass thidugh the Imperial office^of exchange which should send 
them to the Indian State office of exchange entered in the registered list. 

(2) When the amount due is on account of postage alone, it should be shown in 
the letter postage account as sent to the Indian State office of exchange until it is 
adjusted by recwery in cash from that office. 

(3) Articles on which customs duty is due should be sent to the Indian State 
office of exchange accompanied by duplicates of the assessment ^ memos. When the 
necessary recoveiy is made ui cash, the procedure laid down in the rules on the 
subject in the Posts and Telegtaphs Manual^ Volume YZ, should be followed. 

24. Foreign parcels m wtiicli postage, etc., is due.;-— (1) Inw'ard foreign parcels 
on which postage, customs duty or any other charge is due, intended for delivery 
in an Indian State, will be treated in the fiist instance as station parcels for tbe 
Imperial office of exidiatige. The latter office should ^ retain the original receipts 
received with tlie parcels and prepare duplicates which should be sent with the 
parcels to the Jndiaii State office ol exchange in the usual way, a note being entered 
m the parcel list as to the amount to be recovered. 

(2) When the amount due on a foieigu parcel is recovered in cash from the 
Indian State office of exchange, the sum should be converted by the Imperial 
office of exchange into postage stamps, which should then be affixed to the original 
receipt with which the parcel was received. The stamped receipts ^should be en- 
dorsed with the remark that the parcels were delivered in the Indian State an! 
should be ditoposed of in the same way as those for similar parcels delivered by the 
Imperial office of exchange itself. 

Note. — If an inland parcel on w*hkh any charge h due is received for trans- 
mission to ail Indian State, it should be treated under this rule. 


Monthly account-current. 


25, Preparatson ol accouirit-currerit.— On the 1st of each month, every Imperial 
office oi^ exchange should prepare an account-currenit showing its money order 
tiansacikms with the Indian State during the pieceding month. The money order 
aeeonnt (on the reverse of the account-current) should fie totalled after the entries 
have been cheeked with the outward and inward money order lists, and the monthly 
totals of both sides of the account should be transferred to the appropriate heads 
of the aeeouni-cuiTeiit, Both sides ot the oei ount-eurrent skcmkl then he totalled , 
the lesser total should be deducted from the greater and a balance struck, A copy 
or the accpunt-curreni should be loi warded to the principal Imperial office of 
exchange (if the office preparing the aceount-current is not itself the principal 
ofiice) in aujJiicatfr— one copy for use in that office and the^ather copy for submission 
to the Audit and a third copy should be sent to* the Indian State office of 

excimiige. 
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26. Praparatwn if genaral acoaiKit-oiirreiit,— The Im|^eriai office of 
Situated nearest to tlie ^^apital of tlie State be the priin i|kil olfwe of 

and will receive from the other Imperial offiee^ of mlroigo lor tlie Iiicliaa 
State, copies of their monthly accouBtS'-ciirient. The priiiiipiil olFiPe of exfliarigt 
should amalgamate these accomats-eiirrent %ith its own and prepare a general 
iionthh accoimfc-cnrrent, the balaB<o of which will tim ainoiiiit pajahle hy tl« 
Impirial pcfet office to the Indian Slate or by the Indian Slate fo the fiiiperial piml 
offire* A copy of the geaeia! accoimt-fnrrent should bo fiiim.hed, not later tlsai 
the otli of laoh month, to the primipai Jndian State office >1 ndwnpe, anil a ropy 
slionld be submitted on the wne date to the Audit Offire tciiyf Ihoc wilh dnplifat# 
copies ot the accounts-cnirrent receired from other officii of 

27. Paymefit ©f balanc® of general acmm^GurmfiL^Tim hukhf^e of tk* gmeial 
monthly aecoimt-eurrent payable to the Indian State or tin Iiiiperiid Pont Office, 
as the case may be will be paid withont delay by the pnnripal riike of e^riiang# 
(Imperial or Indian Btaterin sndi manner as may be pies/iil>i‘d by the iliwf 
authorities concerned The amount bhomid then he 4iowii in I he sihidiile of iiii* 
classified payments or .schedule of unc!as<«ified leceiph ol Itie liitpenal^ cilfhe of 
exchange under the hesid Paid to (namr In lian State or “ Eectdied iroin 
(name o/) Indian State m the case may he. If the anioiint ptid into th# 
district treasury, the transaction miisl not he passed through the treimry 

of the Imperial office of exchange. 


Linr 0¥ I OEM -I, 


Outward list of money orderi, 
Accowat-ciirrent. 

Oeiieral aecount^curieiit 
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AcCOENT-GIIJUn-ST iOK DIE AIOSTU 01' . ]*.! 


T/if 'tiip/rial Offuc of iMlitiiige iu noop/if v itl> . _ . 


Bn. 


Cb. 

i 

! 

1 

H 

A* m 

r i*f* 

1* Toteil amount of money orders 
issued by tlio Imierial Po^t 
during tb© month of 

10 , AS 1 er Outward money 
order lists No* 1 to No. , 1 

* II A. p. 

! 

i 

1 1 

1 

1, Total amoimt of money orden 
leaned by the State Post 
dunng th© inorith of 

19 .Art fer Inwarci money 
order No. 1 to No. . 

♦ U A. 

1 

of HE- 

deiire»ble (uaelatm 
adf itfuwd, iWireeted 
and misseift) money * 

orders wlneli were »» 
in Outward 
tnoftey order l»ti 

No* 1 to No. , 

i 

! 

1 Ij dwt- Amount of ini- 
1 delnembte |aiiolatm- 
1 ed. wbrect- 

! ©d and mis'ent 
money cinler^ in lieu 
: of wiifth fresh mmef 
; owlerF were Bsnwl 
adu-nd in liwRrd 
mone\ order IwIa 

No 1 lo No , 

1 ilrtMl j 


iiifame 

Half 1 ei ooiit. on the total sum 
ii mone} <rtdt w wnued by the 
Post for payment by 
the St lit Post, 

©xoliidmg lie ai imint of un- 
cl©ii\embte money ordem de- 
ducted abo^e 

i 

■ % IIaI! I er' enl mi tin total um 
: <if inmwy ordeii waiied by 

fte " Slate Po4 

I lor paviueiit by the liu|wmi 

1 P ^t.ixeludmutbeamoimtof 

undaliverabli inufiey orctew 
ikdaeinlalwe | 

3. Special items 

1 

1 

i 

3. Special itenn 

i 

) 

Amount due troiii the Wale Fo&i 
to Ibe lm| eriai Post 

1 

Amouaiduo tmni the fmperial 

Post to the Hate Poat 

1 

Total Be. (in noid^} 

1 

1 1 

f 

Tout Its, (ill nmh} j 


* Ttils iinotial sbouM t>c polled feotb.lfl this place aiad la tlw adjoining ummy c jlataii, 
t Tlili amowit aiiojiM l» posted only ia tMa place aad in^ in tiw adjoliitag Bwa<^y tolima* 


Daial W . PtM mania „ 
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Mone^ Of hr Aceonnt with the State Pod, 


OUTWARD MO^TET OSDER LISTS, 


IWAED Monet om«b Lists, 


Date of ' : 

each i 

Outward List No.' 
money 
order list, 1 


Total 
amount 
of- all 
moEey 
orders 
entered 
ifl each 
Outward 
list. 


s Total amount of 
undellverable funclaim- 
ed, refused, redirected 
' and mlssent) money 
I ordem entered in 
each outward list. 


Bate of I ■ 

Inward List No, 
1 money | 
order list. 


Total amount of undell- 
: TeraWe (inclalineiL 
■ refused, redirected 
and mlsseut) money 
orders entered In 
I ' each InxTard Hat. 



(t) TWt amoiiiit, pirn | per cent, on the diierence between t!» amounts marked (a) and (&) to be credited 
to the-—'---—'----— — ■ — — State Post. 

It) Thte amomt, pirn | per cent, oa difference between the amoants marked (c) and (i) to be creiltod 
to the Imperial Post. 


Postmader of. 
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CiKS^EUAfi ACCOCXT-Cl'RiENT' FO.E THE .MOKTH W.^ 


flie Principal Imperial Office qf ■ Emkange .. 

wM .....:. 


.Slate. 




[To fee used only fey Ffimipal Imperial Oiices of Excli^iige.] 


19 , 

in 

."CiL 




\A, *F. 


1* Amcrtinl dtie to tlie State Post ' 
Office on account of balan<sas 
of the accownts-ciiireiit, as ; 
shown on the leverse^ 


Si‘fi»ia! Items in tijnstment of 
errors in preTioiis Gkmmi 
aecountSKjnrrent — 


Xct fealance due from the State ' 
Post to the IiB| erial Fcmt — ’■ ! 


Total Es. {in uwi»] ■ 


1. Amcmnt to the Imperial Post 
Office OB aoeonnt of balances 
of - the accoimt#«oiir«iity a» 
■ shown on the reverse 


2. Sf:ecial items in adjiistmeBt of 
errors in previous (kmrd 
aecoiiiste-ciirimt 


E lA. >* 


I I 


Ket balance due from the lm|wriai; 
■.Post to the Sisfca Poet— : 


Total Es* (in wurd4 


IhiicJ 


19 


Podmster <if_ 
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APPEKBIX A. 


CtoLRai ¥02sEy OBBEIl ACCOUNT WITH JHL ^ ____ SlAFE POsf. 


Balance of tee AcooimT-oEEBENT. 

A"ame of tlie Imperial Office of _____ 

Exchange preparing the I 

acconnt-cnrreiit. Doe to the Imrerial } Due to the State 

Post. i Post. 


* H 


A. 


F. 


R 


A. P. 


j 

I 


Total 


(a) 


{u} TMs amount should be ©.redited to the Imperial Post on the obverse, 
(d) Thii amount should be credited to the State Post on the oliver'^e. 

f$dmiukr of _ _ _ 


m 
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Fail 
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«i HJiiiiur 

If/O ,di>h^ i!i ni Hi 0 |.M/dt^ri I! 

ApiionrliT A 

Mill 

15 Out waul limits of aula 

17, Moiio> orrleis roi tioro jo Indian 

m il of !iio!io\ f rd« i 

19 Tp^I 0 Of! i!m1 II I , h 1 immo>* onlor ool m m Iiid n i ♦ 

20. Fiif 1 iiitioil Old H t iisoul nionoy oidi fp u aod ft% fiii|fru^ t f' . 

21. Li'^i C)l money iirrlt*i«i iwrl 

22. liut of rmwiw ohIms i ‘^lul 

23. Foroiio! li til i on wli i li | tuf m\ ae , i duo 

21 roioi^ii |iii »K on \\l oil fio f , eO , u duo 

25 Fn*|j*ir4ii*)ii ar uHiiitanrit ni 

26. Pio|mrafi€«i oi piunal at f oui t c iiriuif 

27. Fa^ mnit of lalimM oi i m nl u « uiF uuiif 







I r>5 

IMII \ 


INDEX, 

This Index has biPii ciwpilcd s@laly for tlic pyrposs of Mnmtm§ referaiiees. ii 
expression iisci in it shciiiid fea oowiilered in \m way as intrrprfitipg thi rulis, 


Ibst r iifiei ^ 

\ftioii to be tilcn rc'jpertmg — • 

Ab^t’ 'iciion-™- 

EiK|_wne«. to be niid< me s f f ill ri i 
Account baKCn)-— 

Bi iiinj; siDjns of rim ige oi iaiupctii 
Ilf mition ot — 
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posting 
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Despateli of — for registeied pircth 

For foreign insured ai tides to be pnd for 

Prepaiaiion ot — foi rtgisteu I ntuh 

Responsibility for dtspateb of - v,ith Kgiskral irtidn 

Stamping of — 

Acquittance lolls— 

Betacmg of stamps alE\ed to — 

Air Mill Service — 

Preparation of labelled bundles for BisrarCairo - 
Pieparation of registeied bundles xnd bigs foi Bist i C an i - 

A. orders — 

Definition of — 

Articles for ultimate return to sendeis— 

Disposal ot— • • 

Articles marked “ By Parcel Post 
See “ By Parcel Post ” 

post . • ^ * 

Articles without contents— 

Treatment ot unregistered letter mail 


170 , 212 
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Bearing signs of damag© or tampf^iiiig ti' Blissing .... 142 

Check against and explanation for -e of — not of prescribed 
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120 

Despatch of surplus dns — . 
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Disposal of surplus imusiial 
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Examination and opening of — leceiwl 
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Marnier of labelling, closing and sealing — 
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Fiesei\atioa ot — in cases of loss oi Ln.i 



143 

I'o be turned insido out 

. 


139 

Use of proper — .... 
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129 

Tse ot soniicl and strong — as registeiv " " 

ml parcel bag< 
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Beat— 

Definition of — . ... 
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Defacing of stamps on — 
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PrepaiMtion of labelled bui dies tor — . 
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Book of postmarks — 
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* * • 

10 

E. oicleis — 

Definition of — 
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account 
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Beaiuig signs of damage or tampering 

. • k 


196 

Definition of — 
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Closing of imiik - 
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, 
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m 
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224 
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218 
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211 
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Cottiplaint(s} — eonfd, 

Regarcliiig aoii-receipt of aeknowiedgraents of registered articles or 
Toeelpt of un&igDed acknowledgments .... .87, 209 

leqinsition for money orders from Audit Office on receipt of — and 
tlieir preserratioii 220 

B,ef|iiisifcion on Audit Office for discharged cash certificates or 
warrants of payments in respect of savings bank withdrawals in 
connection with 221 

Which indicate fraud .......... 218 

CoEneeting section — 

Definition of — ^ 41 

Correspondence — 

Despatch of — for and from certain Administrative and Accounts 
officors of Department, while on tour 120 

Disposal of — addressed camp or without name of any post-town . 66 

Counter — 

Disposal of postage stomps, coins and other articles of value found 

on — . . 154 

Criminal proceedings— 

Institution of — 172 

Customs duty — 

Treatment of articles suspected or found to contain goods liable to — 12 
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D%ily acTOunts — 


Corrections of — received . 

Damage- 

Account hags hearing signs of - — . * .* 

Artion to ho taken in respect of mails received damaged . 
BriUK'h otfice hags hearing signs of — . 

Cash hags hearing signs of > — ^ . . . 

Iiisiirod hags and insured parcels bearing signs of — 
fnsnrecl hiiiiclles hearing signs of— . % • 

InBUrecl eiivelopeH and insuied letters htMring ‘•igns of — 

Mall bags hearing signs of— . 

Farce! hags bearing signs of — . . ■ , * 

Freservation of seals, tiags and wicker basket , in cases of — 
Registered huiidles hearing siiirH of — 

Re|wi1 of - - to telegraph line ...... 

Transit ba bearing of - . . .* .* 

iircd n p lercd arl'iilC'- oi letter lauil hearing signs of — 
FiifiiauHl re U'^tend puf*e!s heannx oi 

Fitie«u tf‘retl art/eles (d kdhr mail meutU dui.. or tom 

Dead I. idler Oflife(sP— 

Definition id — 

i^fs^paratioii oi* registered buiidle*^ for — .... 

Delerred fmiiille— 

Dellfuiieii of - 

Dtderred mail hag""- 
Petimlioii of ->- » 

Deposit anicie*.- - 

Stamping of — 
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Deputy PtBimaster-GenensL M. M. S. — 

i)c‘fiiiitioE of — . . . . . * 

Despatch-iioie— 

Intries in ar-eornfmiivin^^ foiviKn piuieK with .‘n ktnaUi h 
cine ..... ...... 

Defiiiilioiis-* 

Account bag . . , . . 

Affoiint office . 

A. orders ......... 

Boat .......... 

B. orrJon ........ 

Bniineli oiic^e 

Bniufh office bag ......... 

Braiifli pOHtfiiaaier 

Giim|> r‘orreH|i«rtKlc!ife 

bag ... 

Ghufigiitg 4atiofi ... , . 

... . , 

CicM‘cl lli‘0 . ^ . 
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l)eati Tifdk‘r ...... . . 

|)i‘t4*rrt*il bui'iflle 

DefeiTf^i iiiaii bag . .... . . 

Deputy Fo4iiia»'ier*{ii*norui, II. M. 
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Dll© inaik ... ..... 
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Forward hags 
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Demi postmaslor ... .... 
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I had sorter , .... . . . 
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Itt4ri|i 
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Mail agofit ... ....... 

Mail hag ..... . . , 
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Oiitgrip ........... 
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Weiglinieni system .... . . 
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Error book— 
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E\fise— 
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